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Contact:



0505657275

Email:



Synthia-7557@2freemail.com 



PROFESSIONAL SUMMARY

A well-presented, articulate, and confident individual with over 4 years of working experience, a proven ability to provide exceptional customer service, Secretarial and administrative duties ensuring that customers, clients, and employers are satisfied. The ability to work in a multi-national team environment with confidence and minimal supervision, a team player and proactive. Comfortable working in a fast paced environment, withstand pressure and able to build and maintains good relationships with work colleagues and customers through a genuine desire to understand their needs and support them. Having a great problem-solving skill.

Skills

· Proactive and team player
· Problem solving
· Can fluently speak English and French.
· Strong Communication Skills
· Good knowledge in Micro Soft office, Photoshop, and Corel Draw
WORK EXPERIENCE

DS Group UAE - October 2018 till present. Office Manager / Administrative Assistant / Receptionist /Customer Service /Secretary

Duties and Responsibilities

· Responsible for designing and printing of Lifeguard Certificates and License
· Responsible for arranging new and renewal of registrations such as company trade License, Vehicle license and insurance, Municipality registrations and employee Visa including tracking renewal dates.
· Maintain and order office supplies ensuring cost effective purchasing and budget constraints.
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· Communicate with customers and clients, via emails, phone calls and face to face
· Compose letters and emails
· Responsible for establishing and maintaining an effective document control system. Ensuring that all design documentation is accurate, up to date and accurately distributed to relevant parties.
· Schedule and attend meetings, taking down notes, preparing reports and submitting them afterwards to the manager
· Manage agendas, travel plans and appointments for upper management
· Preparing Purchasing orders and payment request for running projects
· Help with financial data entry and general bookkeeping
· Prepare receipts, vouchers, invoices, etc. for entry into data sheets
· Request for Employee ATMs from Bank
· Assisting in recruitment and Train newly recruited staff especially those in the administrative department
· Assist colleagues whenever needed
· Prepare and monitor incoming and outgoing shipments
· Preparing Letter for Visa applications, and shipment clearance
· Oversee of website updates, newsletters, and constant contact communications, managing social media pages such as Instagram and Facebook.
· Provide branch level HR functions including new hire enrollment.
· Responsible for internal and external member communications and financial assistance processing.
· Successfully maintaining hard and soft copy information including employee records.
· Provide formatting and editing for technical documents, flyers using Photoshop and MS Words.
B.E.A.C BTP Yaoundé - 2017- 2018 – Secretary / Receptionist / Admin

Duties and Responsibilities

· Greet Visitors and direct them to the appropriate department or individuals
· Respond to queries via mail, telephone or in person
· Manage bi-weekly office supply order and maintain appropriate quantities in reception stock room.
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· Maintain general company record system to uphold accurate files
· Perform administrative task including filling and photocopying
· Post monthly payables and maintain a high level of customer service.
· Assist with administrative overflow and special projects from another department as needed
Our Peoples Hotel Ndop – Cameroon – Receptionist / Customer Service 2016 to 2017

Duties and Responsibilities

· Collect information needed by the hotel staff
· Prepared letters and other correspondences
· Did simple bank transactions and basic bookkeeping for the company
· Responsible for ordering tokens for guests such as complimentary flowers and wine
· Sorted and racked incoming emails
· Prepared documents and business forms required by the government for compliance
· Prepared agendas in staff meeting, wrote minutes and circulated these and other concerns to the staff
· Ran errands and delivered messages
· Did other administrative and logistical works
EDUCATION

· Laurate Business College: Graphic Art and Design 2015-2016
· GBHS Mbouda Advanced level Certificate 2013-2015
· Government High School Bambalang-Ndop Ordinary Level 2007-2012
CERTIFICATIONS

· ISO/IEC 17024:2012 - 2019
LANGUAGES

· English (Write, Read, Speak)
· French (Write, Read & speak)
HOBBIES

Sports, Travelling and Entertainment

