


[bookmark: _GoBack]Nkiruka Jane Nwaorgu								         Address: 10A Emmanuel Anabor Street, United Estate, Lekki, Lagos                                                                                 Telephone: 08150369328, 08056274038                                                                                            Email: nkirukanwaorgu@gmail.com

Professional summary
Self-starter and hardworking business minded goal-getter with self-taught knowledge of managing busy office; coupled with administrative experience in supporting executives by providing them with consistent clerical and administrative support. 

Strengths
I am multi-skilled and able to operate effectively as part of a team, or as an individual. Flexibility and Interpersonal skills to adapt to rapidly changing circumstances. Ability to work within tight timeframes. Ability to source information online and offline and acquire new knowledge to enable completion of tasks. High level of written and verbal communication skills. Ability to identify problems and apply effective forms of resolution. Ability to analyse and interpret data.

Highlights
· Microsoft Office, Google Calendar, Excel Spreadsheets, CorelDraw and Photoshop proficiency
· Meticulous attention to detail and excellent customer relationship
· Self-dependent and self-directed
· Time and organisational management
· Detailed meeting minutes and research
· Basic bookkeeping and accounting
· Proficiency in planning digital marketing campaigns, including web, SEO/SEM, email, social media and display advertising. Knowledge of managing listings.

Accomplishments
       I cultivated 49% of walk-in patients into opening accounts with us by engaging them in conversation and selling them the Idea of IVF procedures. Decreased paper wastage by 15% by effectively applying a 'scan and save' method for filling old receipts. Successfully planned and executed corporate meetings, lunches and special events. Reorganized office systems by employing data management and filing systems.

Educational Qualifications and Further Trainings
BBA, Business Administration (in view)
Nexford University, USA
· Pursuing a passion for business ethics, accounting coursework and project management
· Solid grounding in financial management, human resource management, data analysis
HND, Office Technology and Management (Secretarial Administration)
The Polytechnic Ibadan – 2012
Alison           -          Content Marketing Certification
Google Ads  -          Certification
Graphics Design

Employment history___________________________________________________
2020 - Till date 		The Institute of Credit Administration, Lagos
	                                                                        Secretary

· Successfully using MS Office, Corel Draw and Photoshop applications for correspondences, reports, magazines and newsletters publications. 
· Decreased clerical errors by 5% through adhering to strict effective data entry and verification, clarifying and asking questions, carefully reviewing work and eliminating distractions.
·  Singlehandedly in charge of the company’s weekly newsletters and magazines, and ensuring seamless publications.
· Successfully handling of candidates’ job applications, sorting out their resumes and scheduling them for interview.
· Aided executives with meeting preparation.
· Providing administrative support and help. Commended 7x by executives for resourcefulness.

Jan 2018 – Dec 2018 		Prenatal Diagnosis and Therapy Centre, Lagos
						    Personal Assistant to the CEO

· Used MS Office and Excel for correspondence, scheduling, and reports. Decreased clerical errors by 17%. Lowered scheduled mistakes by 32%.
· Spearheaded a portfolio of over 100 clients which resulted to continuous patronage.
· Successfully reduced company’s spending by 10% through negotiating with suppliers on products price reduction.
· Introduced core office systems which resulted in increased efficiency of work processes.

Mar 2016 – Jan 2018 	    Jmarkleen Ventures, Lagos
    			          Customer Service Representative

· Performed data entry on customer orders. Chosen as the go-to data entry specialist because of speed and efficiency.
· Responded to customer requests for products, services and company information.
· Preserved revenue streams by utilizing strong communication and negotiation skills, offering refunds as last resort to maintain customer satisfaction.
· Answered customer telephone calls promptly which avoided on-hold wait times.
· Received customer comment scores in excess of 96% positive.
· Decreased returns by 10% through effective customer service.

Nov 2012 – Feb 2016 	Jmarkleen Cleaning Services, Lagos
				              Executive Secretary

· Provided exceptional support to managers and co-workers, hence increased the overall efficiency by 30%.
· Successfully brought on-board 4 vendors, who prioritized the company’s orders, making the supply system 50% more efficient than before.
· Promoted and moved to another branch to handle customer relationship management duties.

Brief Bio summary
Marital status:            Single

Language spoken:      English (superb verbal and written communication), Igbo (superb verbal and written communication), Yoruba (superb verbal and written communication)

References
To be provided on request.




