VIVIAN CHIKA NKAGBU
Address: Block 7, Darazzo street, Section I, Area 1, Garki, Abuja.

Email:nkagbuvivian@yahoo.com
LinkedIn: linkedin.com/in/vivian-nkagbu-58b80565
Phone number: 08137251565, 09059889416.

SUMMARY

A graduate with experience in administrative and marketing role, willing to contribute
the best of my ability to improve organizational objectives and achieve managerial goals
and targets.

CORE COMPETENCES
e Excellent customer service acumen.
e  Good communication and interpersonal skills.
Good knowledge of Amadeus
Good persuading skills.
Fast learner.
Good analytical and Strategic planning skills

Good IT Knowledge in office for PC and other web- based programs, versatile with the use
of Microsoft Office Suite.

WORK EXPERIENCE

Giftnuels Travels and Tours Limited. 2019- 2021
Ticketing/ Customer Service Officer
ACHIEVEMENTS
e Maintained polite and professional communication via phone and mail.
e Handled office tasks, such as filing, generating reports and presentations, setting up for
meetings, and reordering supplies.

e Responsible for advising clients about suitable travel options in accordance with their needs,
wants and capabilities.

e Organized travels from beginning to end, including tickets, accommodation and
transportation.

Limi Hospital and Maternity 2017-2019
Customer Service/ Administrative officer
ACHIEVEMENTS
e  Customer satisfaction.

e Resolved customers’ complaints while identifying problems and taking appropriate corrective
action.


mailto:nkagbuvivian@gmail.com

Demonstrated professional etiquette and manners, improving 40% positive feedback
immediately.

Recognized by doctors as the best customer service representative.
Provided administrative services.

Booked patients on appointment to see the doctor with an electronic medical record
(Medicplus).
And other duties assigned by the Medical Director/Medical Manager.

Fidelity Bank Plc 2017
Direct Sales Agent
ACHIEVEMENTS

Achieved sales target by 60%
Responsible for the provision and safe keeping of customer's information andfiles.

Followed up on customers’ requests such as pay in cheque, collect cash, process
transactions.

Cash pick up fromthe customers for deposit into their accounts.
Any other duties as assigned by the Supervisor.

Diadem Crown Global Ventures Limited. 2015- 2016
Front Desk/ Administrative Officer
ACHIEVEMENTS

As an Administrator for Diadem Crown Global Venture Ltd, created highly effective
organization and filing systems, including quick and thorough indexing, filing and offsite
storage, resulting in easy access to critical information and streamlined office management.
Monitored order fulfillment to guarantee seamless inventory movement without excessive
backlog.

Oversee and administered the day-to-day activities of the office; developed policies,
procedures, and systems which ensure productive and efficient office operation.

Provided and oversee provision of staff support to the office to include handling wake- up and
phone interactions, maintained calendars and travel arrangements, responded to incoming
correspondence, handled day-to-day problems and situations, and provision of secretarial
support.

Sorted out posts, answered phone calls, provided preliminary information to customers, co-
ordinated appointments, meetings and correspondence.

Prepared PowerPoint presentations, created Excel spreadsheet reports, gathered and distributed
confidential reports.

National Youth Service Corps 2015

ACADEMIC QUALIFICATIONS
Madonna University, Elele, Rivers State. 2007-2014
Bachelor of Science in Computer Science

Dee Unique International College, Abesan Estate, Lagos State. 2001-2007
West Africa Senior School Certificate (WASSCE).

St. Leo’s Nursery and Primary School, Ikeja, Lagos. 1995-2000
First School Leaving Certificate



MEMBERSHIP & CERTIFICATION

e Alison
Diploma in Operations Management (Ops)
2020

e National Youth Service Corps (NYSC)
(Discharge Certificate).

2015-2016
AWARDS

e Most Effective Staff of the year
2020
Giftnuels Travels and Tours
Limited.

REFEREES
Available on Request.



