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A recent Office Management graduate with a 2:1 honours degree, reliable and consistent with excellent organisational and management skills, possessing more than 2 years secretarial and admin experience seeks a challenging and varied position that will enable me to capitalise on my professional experience, with opportunity for personal and professional growth. 
Bio-Data
Date of birth:
9th November 1990
Nationality:

Nigerian
Marital status:
Single
Visa status:

Visit Visa
Education
Niger Delta University
(2011– 2015)
2:1 BSc. (Honours) Office Management
Key Skills gained: 
· Excellent practice of office management 
· Planning and organizational skills
· Customer handling and reception management skills
· Advanced problem solving and numeracy skills
· Filing and record management skills
· Compu-stenography skills
· Telephone etiquette skills
· Ability to work with a team
· Accomplished communication skills, both written and verbal, developed through numerous essays and presentations.
· Proficiency in all areas of Microsoft Office, Excel, Word and Powerpoint
Queenmaris College
(2001 – 2006)
GCSE O-levels:
· Commerce – B
· Financial Accounting– C
· Economics - C
· English Language – C
· Mathematics - E
Work Experience

- Lagos, Nigeria
Office Receptionist
2009-2010
Duties include:
· Received, screened and referred telephone calls
· Welcomed and assisted visitors
· Reception management
· Operated photocopier and typed official documents
· Purchased and managed supplies for the office
· Maintained office files and folders
· Keyed data into computer database
· Performed assistant and runner duty
Inteqna Oil and Gas Limited – Lagos, Nigeria
Administrative Assistant
2008-2009
Duties include:
· Used computer word processing, prepared reports, memos and documents
· Organised and maintained files and other official records
· Sorted incoming mails, faxes and courier deliveries
· Prepared and edited correspondence and reports
· Purchased, received and stored offices supplies
· Planned and scheduled meetings and appointments
· Managed the day to day operations of the office
· Coordinated the maintenance of office equipment
Hobbies & Interests
I have a keen interest in painting, fashion and modelling while hobbies includes travelling, cooking and playing tennis.
References
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