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NAME                               : NTENKANG
DATE OF BIRTH           :  11/07/1985 
GENDER                         : FEMALE

NATIONALITY              : CAMEROONIAN

MARITAL STATUS       : SINGLE

ADDRESS                        : DUBAI, UAE

VISA STATUS               : TOURIST VISA
LANGUAGE                  : ENGLISH AND FRENCH
TARGET POSTION      : RECEPTIONIST
AREAS OF EXPERTISE

Keyboard skills

Office software

Administration

Reception skills
PERSONAL SUMMARY

Well presented with exceptional customer service skills, and the ability to provide 

an effective reception and switchboard service. Experienced in working under 

pressure in a quick paced fast moving environment and able to receive guests on 

arrival in a friendly, helpful and approachable manner. Able to be a integral memberof a administrative and clerical team, and can follow instructions and also have a willingness to learn. Currently looking for a suitable receptionist position with a progressive company.
WORK EXPERIENCE
2012-2016: Receptionist 
Duties
Meeting and greeting visitors ensuring they are signed in and inducted.
Opening, distributing, collecting and taking the post

General administration duties, photocopying, filing etc

Dealing with any enquiries at the reception.

Data entry onto internal systems

Reporting any problems to the office manager. 

Dealing with car park requests and hospitality requirements.

Ensuring that the reception area is tidy and clutter free

 Monitoring stationary stock and reordering when required.

- Operating a computer system and switchboard.

KEY SKILLS AND COMPETENCIES

- Excellent telephone manner.

- Can offer a warm & friendly greeting to visitors.

- Smart, presentable appearance.

- Good organisation and prioritisation skills..

- Fully aware of all Health & safety legislation relating to office work.

- Good IT skills Word, Excel, Power point, Access Email and Internet.

Accept and adhere to the need for strict confidentiality.
ACADEMIC QUALIFICATIONS
	SCHOOL ATTENDED
	YEAR
	CERTIFICATE OBTAINED

	CAMEROON COLLEGE OF ARTS AND SCIENCE - KUMBA
	1999-2004
	GCE ORDINARY LEVEL

	CAMEROON COLLEGE OF ARTS AND SCIENCE- KUMBA
	2004-2006
	GCE ADVANCED LEVEL

	UNIVERSITY  OF DSCHANG 
	2006-2009
	B.A LAW AND POLITICALSCIENCE

	UNIVERSITY  OF DSCHANG 
	2009-2010
	MAITRISE IN INTERNATIONAL TRADE INVESTMENT LAW



NTENKANG


CV NO: 1634442


� HYPERLINK "http://www.gulfjobseeker.com/feedback/submit_fb_em.php" ��Click to send CV No & get contact details of candidate�


 �








