                                   EMEM ERNEST UDOEKPO
Phase 1, Eliminigwe Housing Estate, Elelenwo-Port Harcourt, Rivers State
08134772873,  ememudoekpo@gmail.com, emy.pearl@yahoo.com
https://www.linkedin.com/in/emem-ernest-38766612b
Profile		
Disciplined, honest, diligent with exceptional organization and interpersonal skills, very detailed. Seeking a challenging career with a progressive organization, that provides the opportunity to grow and work with other professionals to improve my skills and allow me to contribute to the growth of the organization.
Personal Details
Date of Birth:				28th February, 1994
Gender:  	                                        Female
Nationality:				Nigerian
Work Experience
January 2020 – Till date	            Keystone Bank Nigeria Limited, Onne Road Port Harcourt
	Bank Teller:
· Serve customers by completing account transactions such as cash deposits and withdrawals, fund transfer, cash cheque
· Respond to customer request and enquiries
· Maintain and balance cash flow
Customer Service Officer:
· Keep track of bank records and financial information
· Responsible for resolving customers complaints from beginning to end 
· Receive and incorporate feedback from customers to improve personal and business performance 
· Listen to customers, analyze their needs, and offer adapted solutions to their needs and complaints 
· Provide world-class customer service while handling incoming and outgoing calls from customers. 
· Assist in developing and maintaining an up-to-date database of customers complaints 
· Reporting, tracking and ensuring final resolution of customers issues using the bank’s CRM system and tools


August 2018 – August 2019	NYSC, Ministry of Education, Science and Technology, Ibadan, Oyo State.
· Office assistant in department of admin and supplies
·  Record incoming and outgoing files
·  Type reports 
· Run errands.
	Achievements:
· Acquired training and certifications in project and facility management.

January 2017 – June 2017	 Royal Crown Standard Academy, Akpajo-Eleme ,Rivers State.
	Teacher:
· Planned lesson notes for two subjects and six classes in accordance to the school curriculum
·  Taught and administered tests and exams to ascertain the students understanding and performance level.

June 2015 – November 2015	Ice Solution Company , Uyo  Akwa Ibom State.
	Intern:
· Computer networking 
· Office assistant 
· cyber-café attendant.
Education
2018					University of Uyo,
					B.Eng, Computer Engineering
2010					Victory Comprehensive College,
					WASSCE.	

Professional Qualification
2019				Global Institute of Project Management,
Post-Graduate Diploma in Project Management.
2019					Global Institute of Project Management,
Proficiency in Facility Management
2020                                                         Jobberman Soft Skills Certificate 
2021                                                          Ciel Consulting,
Associate Professional in Human Resources (In View)
Skills
· Excellent written and oral communication skills
· Proficiency in Micro soft office applications
· Very good interpersonal and organisation skill
· Project management.
· Social media marketing
· Good multitasking skill
· Customer Service
Hobbies
					Travelling, cooking, reading, listening to music.


