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	ADMIN ASSISTANT / DATA ENTRY / OFFICE CLERK

	
	Nationality: Ghana


	Visit Visa 


	
	Date of birth: 12th August, 1986
	Marital Status: Married



PROFILE SUMMARY

Kwabena Marfo has over twelve (15) years working experience in various professional fields and sector. He is a highly experienced teacher in the private and public sector of Ghana Education Service and an accomplished lesson planner in the public sector. Kwabena Marfo has had several in-service trainings coupled with many workshops that have aided him with requisite skills needed for planning and delivery of lessons effectively.

Kwabena Marfo has a B.Ed Degree in Basic Education, a 120 hours TEFL Certificate and holds an ICM-UK certificate in Human Resource and Administration. Besides he has diploma in Basic Education and SSSCE in General Arts.

Kwabena Marfo is a natural leader with great skill for special projects and managing and delivering lessons with great mastery of English language. He possesses the ability to develop and successfully implement lessons. He is a goal achiever and a strong team player with pleasant inter personal and communication skills.

Finally he is married with two children.


EDUCATION

2021 – 2021
:
120 hours TEFL course accredited by World Tefl Academy in the month of April

2010 – 2012 :
Bachelor in Basic Education (University of Education Winneba)

2006 – 2009 :
Diploma in Basic Education (Wesley College- University of Cape Coast)i.

2001 – 2004 :
SSSCE (General Arts) Winneba Senior High School) Winneba.

Guidance and Counseling Coordinator with Ghana Education Service – Teacher Division. Served as Bible Studies Coordinator with NUPS-G at Wesley College of Education, Kumasi An organizer in NUPS-G, Winneba Secondary School, Winneba.
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Working Experience

November 2016 to date:
School facilitator / Guidance and Counseling Coordinator

Key Responsibilities:

Teaching pupils to learn from the standardized syllabus (English and other subjects included)

Counseling students who have special needs and also giving relevant information to help them to learn.

July 2009-2016 Facilitator GHANA EDUCATION SERVICE Key Responsibilities:

Teaching less privileged children in English Reading and Writing

Counseling the youth and strategically position them in their area of interest e.g. apprentice work, formal education where possible etc.


July 2004 – August 2006:
Pupil Teacher with Private schools.

Key Responsibilities:

Understanding the concept of teaching and learning at the basic level

Relevant skills

Strong I.T Skills with working knowledge in MS Word, Excel, Access, PowerPoint and ODK collect and a certificate in Hardware

Pleasant interpersonal and human relationship skills Great team work leader

Good communication and negotiation skills Project management skills


Exceptional Personal Attributes

Calm and very committed to work Creative and takes initiative

Result oriented and performs under reasonable pressure Good team player

Referees

Mr. Anup P Bhatia, HR Consultant, 
Gulfjobseeker.com  0504753686 freecv@gulfjobseeker.com 


Page 2 of 2

