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OBJECTIVE

To work in a renowned and challenging working environment to demonstrate my skills and also equip my knowledge that would prepare me for a greater responsibilities, being an expertise that employers can rely upon to achieve the goals of the organization.
EXPERIENCE

· Weto Rural Bank Limited; Head Office – Kpeve

January 2014 – present; Administrative Secretary/General Manager’s Personal Secretary and a Back-up Teller (Assistant Banking Officer)

Duties and Responsibilities:

a. Preamble

Assist the Senior Manager/Managers in the general and personnel administration of the Bank, including processing and maintenance of staff records, staff work attendance, confirmations, arrangement for advertisement, interviews, clearance, appointments, appraisals, annual leaves, promotions, Customer service and a Back-up Teller.
Draft and type all letters and Memos concerning staff issues such as queries, leaves, transfers, designations, promotions, etc. and other document for the Bank.

1. Responsible for incoming /outgoing mails from other organizations and Inter-Agency mails.

2. Records Management: keep and maintain a reliable filing system, update records and keep document from the reach of unauthorized person or staff.

3. Short list applicants for interviews organize the interview and write interview report for approval by the Board of Directors, and issue appointment letters.

4. Organize Meetings and Take minutes at Staff meetings, Management Meetings, Annual General Meetings, etc.

5. In- charge of environmental Cleanliness.

6. In- charge of buying and distributing stationery items for office use and control the use of office equipment and stationery.

7. Keep stock of petty items use in the Bank.

8. Provide good customer service to both customers and prospective customers.

9. Liaise with ARB Apex Bank Ltd through Unity Rural Bank Ltd. for Mails.

10. Advice people to open an account and enjoy the services the Bank Has.

11. Receive and make telephone calls on behalf of the Bank to give out appropriate information and feedback to customers and Management for necessary actions.

12. Advice customers to pay their loans on time; by way of calling them or writing to them. (The Loan Customers Assigned).

13. Supervise/control attendance to work

14. Write administration’s monthly report to the General Manager.

15. Assist in Call Over activities. 

16. Other official duties assigned by the Administrator, General Manager, other Managers and the Board Chairman.

On The Job Trainings acquired
· Excellent Customer care and attitudinal Change training.
· Back-up cashiering training.

· Cost income ratio and balance sheet management training

· Ezwichterminal operations

EXPERIENCE

Melcom GhanaHo Branch)
2012 – 2014 (Sales Executive) 
· Selling of Melcom products to customers
· Assists customers to locate products they want to buy
· Executing complain on customers and deal with it systematically
EXPERIENCE

· Ho Polytechnic 

2011/2012: National Service Person;

Department of Secretaryship and Management Studies.

· Receiving and distributing payslips to lectures in the department.

· Receiving memos, letters, and other document for HOD for necessary action to be taken.

· Drafting and typing document to other department with the directive from the HOD.

· Attending to students need in the department.

· Data entry duties – students’ records.

· Making arrangement for meetings in the department.

· Giving information to lecturers and students with directive from HOD.

· Marking Students’ mid-semester exams.

· Teaching assistant – office practice and shorthand.

EXPERIENCE

2007-2010Ghana life Insurance Company Ltd

· Organizing Seminars. educating clients on the need for life insurance products

· Executing complains on clients

· Calculating and  Processing of  loans 

· Selling insurance needs for customers

· Investment  advisory services 

· Performed other Clerical duties – typed documents, took minutes at meetings, attended to customers through verbal 

and telephone conversations etc.

2001 – 2004: Receptionist Miniplastcompany Ltd, Airport View- East Legon, Accra, Ghana
EDUCATIONAL BACKGROUND

Institution


Qualification


Year of completion
Ho Polytechnic   
Diploma inSecretaryship& Management Studies -2011

Government Secretarial
Government Secretarial Grade I        
       -
2006

Government Secretarial
NVTI Grade I&II


         -
2006
Government Secretarial
     NACVET Grade I&II                            -  2006


Taviefe Secondary School
       SSSCE



-  2001

AgogoeLume JSS

      BECE



          - 1998

ATTRIBUTES & COMPETENCIES

· Acquired good customer service skills.

· Positive attitude towards work.

· Ability to know a product and adopt good strategies of marketing the product
(Good selling skills)
· Strong communication and interpersonal skills.
· Good organizations skills

· Good Secretarial Skill
· Teamwork and respect for diversity: the ability to establish and maintain effective working relationships with people in multi ethnic environment with sensitivity.

· Fast Learner.

· Capable of taking initiatives, and pay careful attention to details.

· Good strategies to deal with difficult customers and satisfy their need with the concept of “customers’ are always right”
