STEPHANIE AGGREY-FYNN
Address: Agadez Street off Aminu Kano Crescent, Wuse 2, Abuja.
Telephone: +2348060597718 			Email: stephanieaggrey@gmail.com
CAREER SUMMARY
A dedicated, result oriented and passionate manager of situation with excellent skills in providing effective resolution to queries & experience in administration and management services. Keen work in a professional & challenging environment where I can contribute strong background in administrative implementation and management services, along with unique drive for excellence & success to your organization in a career capacity.
PERSONAL DATA
Gender: 		Female			Marital Status: 	Single
State of Origin: 	Abia				Date of Birth: 	17th October 1987
EDUCATIONAL BACKGROUND
Abia State University, Uturu, Abia State 				2005 – 2010
B.Sc. Urban & Regional Planning
Federal Government Girls’ College, Owerri, Imo State 	1998 – 2004
Senior Secondary Certificate Examination
WORK EXPERIENCE
Phase3 Telecom
Executive Assistant 							May 2020 – Till Date
· Act as office manager by keeping up with office supply inventory as well as personal supply for chairman’s office & organize & maintain the office filing system
· Format information for internal and external communication – memos, emails, presentations, reports as well as make travel and accommodation arrangements.
· Manage information flow and Chairman’s calendars as well as set up meetings
· Point of contact among executives, employees, clients and other external partners
· Screen and direct phone calls and distribute correspondence for the chairman
Internal Services Manager 						June 2019 – May 2020
· Handled office and space allocation to effectively accommodate all staff.
· Handled repairs and maintenance of office buildings and other infrastructures.
· Handled the purchase of all office related items upon request/approval from user department(s) e.g. Furniture, Air Conditioners, Printing Machine, stationeries, etc.
· Processed purchases, repairs and maintenance requests for site locations.
· Reviewed contracts with suppliers/service providers to obtain best price and value.
· Took responsibility of renewal fees of utility services e.g power, Waterboard
Fleet Manager 							June 2018 – June 2019
· Conducted market survey and maintained cost estimate template 
· Coordinated allocation of vehicles and drivers
· Engaged with departments on drives / vehicle swap
· Found alternative sources of vehicle outsourcing
· Handled repairs and maintained motor vehicles, benchmarking costs for value.
· Made request for procurement of new vehicles according to specification
· Maintained expense record for cost control and budgeting purpose
· Negotiated and established repair and parts costs with vendors
Health/Safety & Insurance Management 				June 2016 – June 2018
· Conducted safety drills in conformity to acceptable HSE standards
· Ensured installation and prompt servicing of fire extinguishers around the office.
· Ensured the implementation of company-wide health and safety practices
· Liaised with technical dept. to develop safety manual for installation & deployment
· Provide assistance to Head Corporate Administration in providing insurance cover 
Front Office Manager 						August 2014 – June 2016
· Directly supervised and assigned tasks to the general office personnel
· Ensured prompt settlement of bills for utilities and made flight bookings for staff
· Maintained a professional and high standard reception environment at all times
· Management of stationery supplies for general use
· Received Incoming correspondence and distributed appropriately
National Youth Service Corps, Abuja
Federal Capital Development Authority
Site Officer (Development Control Department) 			2011 – 2012
· Advising Developers on the right structures to put up.
· Controlling Development within the Federal Capital territory.
· Monitoring and inspection of building Projects within the Federal Capital Territory.
· Serving Demand Notices to errant developers.
CERTIFICATIONS AND TRAININGS
Strategic Fire, Safety Hazards & Accident Prevention for Sustainable Service Delivery 2018
Delivering Superior Customer Service Training; Philips Consulting 			  2015
Support Centre Services and Work Environment; Philips Consulting 			  2015
Team and Customer Relationships; Philips Consulting 					  2015
The customer Service Representative; Philips Consulting 				  2015
Technical Report Writing; ITF 								  2015
PERSONAL SKILLS AND COMPETENCES
Adroit in providing effective resolution to customer queries related to product and improving relationships with the customer by anticipating customer future requirement
Excellent analytical, negotiating, influencing, interpersonal and communication skills (written & verbally) as well as work effectively under pressure and to meet deadlines
Excellent database management skills as well as ability to manage multiple tasks assignments and identify key opportunities and efficiencies for greater profitability
Expert in executive and client management skills & takes a professional approach and ability to work well with a range of people both within and outside of the organization
Good command in computer skills such as: Windows Operating, Microsoft Office Suite (Excel, Word,) with ability to become familiar with firm-specific programs & software
REFEREES
Available upon Request
