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RECEPTIONIST / SECRETARY
OBJECTIVE: 
As a Secretary/Receptionist I established the purpose/s of greeting and directing visitors, responding to inquiries from staff, the public, parents, students, etc. by providing requested information and/or referral to other parties; and, when time permits, providing general clerical support. My responsibilities include: working under limited supervision following standardized practices and/or methods; leading, guiding, and/or coordinating others; and operating within a defined budget. Utilization of resources from other work units may be required to perform the job's functions. To obtain a full-time position as a Secretary in a company offering a variety of challenges and responsibilities ready to work without no supervision, to meet up with the management view and goals to success where my skills and abilities can be fully utilized
PERSONAL DETAILS
Nationality

:

Nigeria

Date of Birth

:

07/04/1985
Sex


:

Female

Visa Status

:

Tourist Visa

Language Known
:

English

Qualifications Summary
· Excellent ability to provide high quality secretarial support to a multifaceted team
· Experienced at typing of letter, report, etc from audio and copy typing, photocopying, faxing, sorting and distribution post and taking minutes if required.
· Analytical and problem solving skills, good decision making skills, extremely effective verbal and listening communication skills
· Extensive computer knowledge, include spreadsheet and word processing programs at a high proficiency level
Essential Functions

• Answers telephone system for the purpose of screening calls, transferring calls, responding to inquiries and/or taking messages.

Distributes items within the site (e.g. special delivery and overnight mail/packages, messages, application packets. Greets individuals entering the building (e.g. visitors, parents, students, vendors, etc.) for the purpose of responding to inquiries; and/or directing individuals to appropriate location in accordance with established building security procedures.

• Maintains building information (e.g. use schedules, staff directories, emergency contacts, etc.) for the purpose of providing reference information.

• Maintains reception area materials (e.g. job applications, newsletters, event calendars, etc.) for the purpose of providing resource information to visitors.

• Performs general secretarial and clerical functions (e.g. scheduling, copying, faxing, data entry, filing, etc.) for the purpose of supporting office operations.

• Processes a variety of records (e.g. student records, transcripts, tutor lists, guardianship packets, etc.) for the purpose of conveying information within District guidelines and regulations.

• Receives a variety of items (e.g. mail, special deliveries, packages, supplies, etc.) for the purpose of distributing materials to appropriate parties.

Skills, Knowledge and Abilities

SKILLS are required to perform multiple, non-technical tasks with a potential need to upgrade skills in order to meet changing job conditions. Specific skill-based competencies required to satisfactorily perform the functions of the job include: preparing and maintaining accurate records; operating standard office equipment; and utilizing pertinent software applications.

KNOWLEDGE is required to perform basic math, including calculations using fractions, percent’s, and/or ratios; read a variety of manuals, write documents following prescribed formats, and/or present information to others; and analyze situations to define issues and draw conclusions. Specific knowledge-based competencies required to satisfactorily perform the functions of the job include: business telephone etiquette; English grammar/punctuation/ spelling/vocabulary; office equipment/software; and office practices.

ABILITY is required to schedule activities, meetings, and/or events; often gather, collate, and/or classify data; and use basic, job-related equipment. Flexibility is required to work with others in a wide variety of circumstances; work with data utilizing specific, defined processes; and operate equipment using defined methods. Ability is also required to work with a significant diversity of individuals and/or groups; work with data of varied types and/or purposes; and utilize job-related equipment. Problem solving is required to identify issues and create action plans. Problem solving with data requires independent interpretation of guidelines; and problem solving with equipment is moderate. Specific ability-based competencies required to satisfactorily perform the functions of the job include: maintaining confidentiality; adapting to changing priorities; working with frequent interruptions; communicating with diverse groups; and displaying tact and courtesy.
WORK EXPERIENCE:POSITION    HELD                                                                       
GILMOR ENGINEERING NIGERIA LIMITED:      SECRETARY
ECOBANK. PLC      :                                 FRONT DEST OFFICER
REXMOND GROUP.        :                                 RECEPTIONIST
Responsibilities:

· Include receiving and distributing messages from telephone/ email as appropriate, taking clear messages and passing these promptly to the appropriate member of the team using judgment urgency

· Provided reception duties on behalf of the team, which involved providing face to face contact for visitors in a responsive and courteous manner.
· Responded to queries promptly and in a friendly manner.

· Participated in business and team meetings regarding service planning and to assist in the implementation and continual review of work systems.

· Provided efficient data entry into the local team information systems as required.

· Assisted with organizing of repairs and maintenance of office equipment 

· Carried out secretarial duties including attending committee meetings and taking notes, typing meeting minutes, letters, reports, scheduling meetings, filing, answering telephones and greeting visitors and tourists at the information center.

· Receiving and recording incoming deliveries of equipment, handing out free documentation sending and receiving fax messages, recording and storing lost property until claimed, using and maintaining the computerized conference room booking system, assisting in the preparation of large mail shots and preparation of material for events.



























EDUCATION 

· FSLC (First School Leaving Certificate)1994 ---- 2000

· S S C E  (Senior Secondary Certificate Examination)  1999 ---- 2005
· HND (Higher National Diploma ) in Office Technology  management 2006 ---- 2012
· NYSC ( National Youth service corps ) 2013 --- 2014
DIPLOMA IN COMPUTER
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