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CURRICULUM VITAE

Application for the post of: “Secretary”

Career Objective: 

To obtain a suitable position in your esteemed organization, where I can utilize my qualification and experiences to carry out my duties efficiently and to develop a successful career. I am willing to work in high challenge to prove  my skills sufficiently through my professional skills and education to prove my self so, any work is not going to be too tiring for me.
Educational Qualification:

· N.C.E ( National Certificate in Education)

Working Experience:

· Having 2 years working experience as the capacity of “Secretary" in Lagos-Nigeria.
Personal Details:

Nationality

: Nigeria

Date of Birth
: 03/10/1991
Place of Birth
: IBADAN
Sex


: Female 
Marital Status
: Single
Religion

: Christian 
Languages known: 
·  English  
Skill the Administration:

· Utilize teamwork to develop departmental synergy.

· Support the Company’s mission, vision, values and goals in the performance of daily activities.

· Disseminating information through telephone, websites, mail services, and e​mail.
· Organizing and maintaining electronic and paper files and managing projects.
· Answering telephone, direct, screen calls, taking and relaying messages.
· Maintaining and devising office systems, including filing, data management etc.
· Providing information to callers, greeting persons entering organization and directing individuals to correct destination.
· Monitoring the use of equipment and supplies within the office.
· Dealing with queries or requests from the visitors and employees.
· Coordinating the maintenance and repair of office equipment.
· Assisting other administrative staff in wide range of office duties.
· Responsible for distributing financial statements and cost center reports.

· Reviews accounts payables and weekly check runs.

· Staff management and development.

Skills:

1. Excellent Communication Skills

2. Self motivator and self starter

3. Independent problem solving attitude & great team player.

4. Willingness to learn & Quick Learner

