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	Personal Profile
	· An effective team member with the ability to build cordial relationship.
· A self-motivated, creative young lady with good communication skills. 
· Flexible and Adaptable to working hours and overtime.
· An initiator of change yet willing to learn with good adoption skills.

	Career Objectives
	
Requesting to add value to service using my skills and also make a significant impact towards implementation of corporate goals of any institution I find myself.

	
Work Experience                                                                                                                                                                                                                                                      
	
Date

2020-Present





2017- 2019 
                                   





2015- 2016           


.





2013 – 2015










2010-2012



2006-2009



2004-2005

2001-2004

	

Institution

NHIS (ASAWASE DIST. OFFICE)







Astolinks International Ltd








NHIS (ASAWASE DIST. OFFICE)






NHIS (ASAWASE DIST. OFFICE)







Pacific Savings and Loans Ltd




InfoTech Dot Net Systems Ltd                           




	

Duties/Responsibilities

Voluntary service (Client Attendant)
Taking Client personal data, filling registration forms and collecting registration fees. Also serves as the link between the clients and the administration by taking complaints from clients and reporting to the management for effective and efficient administration.

Administrative Assistant
Relationship officer: Serves as the public Relations Officer of the company. 
In-charge of administrative work such as client record keeping. Taking clients data, helping client through the laid down process. Serves as the link between the clients and the administration.


National Service (Client Attendant)
Taking Client personal data, filling registration forms and collecting registration fees. Also serves as the link between the clients and the administration by taking complaints from clients and reporting to the management for effective and efficient administration.

Internship/Voluntary service (Client Attendant)
Taking Client personal data, filling registration forms and collecting registration fees. Also serves as the link between the clients and the administration by taking complaints from clients and reporting to the management for effective and efficient administration.

Cashier : Serve as both inside and mobile cashier
Relationship Officer: Serves as a customer care officer.
Marketing officer: Go out to persuade customers to save with us.


Marketer: Goes out for customers to patronize our software (HAMS).
Facilitator: Teaches client how to use (HAMS) software. 
Relationship officer: Serves as the public Relations Officer of the company



Institute of Islamic Morality 
(Pupil teacher)
Voluntary Service


Najahiya Islamic School 
(Pupil teacher)



.

	Research activities Involved 
	· 2020: Election observer WANEP (West African Network for Peacebuilding) 
· 2016: Election observer CODEO (Collation of Domestic Election Observers) 
· Researches into the political, social and economic impact of the country in our Zongo community after 2008 elections.
· 2008: Election observer (Islamic Foundation for Peace & Development )
· Researches into the political, social and economic impact of the country in our Zongo community before 2016 elections.
· Causes and effect of dirty politics and the importance of tolerance in the Zongo community.

	
Key Skills
	
· Considerably a team leader and a motivator with good Interpersonal relations
· Ability to work with little or no supervision
· Friendly, honest, team player and ready to take on responsibilities
· Ability to learn and adopt to change
· Excellent analytical and report writing skills

	
Educational Background



























Training and Seminars 



















Interest 




Referees 
	
Date: 2011 -2015
Institution: Ghana Baptist University College
Qualification: BSc. Marketing
Thesis
The impact of Key Account Management on Customer Retention in the Banking Industry. (case study National Investment Bank)

Date:  2002 –  2004
Institution: Institute of Business Management &Journalism
Qualification: Diploma in Marketing 	
Thesis: The effectiveness of Social Marketing Advertisement & it’s impact of attitudinal change.(case study Accra Township) 


Date:  1999 –2001
Institution:  T. I  Ahmadiyya Secondary School
Qualification: SSCE

 WANEP (West African Network for Peacebuilding) 2020
· The political, social and economic impact of the country.
· Causes and effect of dirty politics. 
· The importance of tolerance.
             CODEO (Colation of Domestic Election Observers) 2016
· Researches into the political, social and economic impact of the country in our Zongo community before 2016 elections.
IFPAD(Islamic Foundation for Peace & Development) 2008
· (Participant) Researches into the political, social and economic impact of the country in our Zongo community after 2008 elections.
· (Participant) Causes and effect of dirty politics and the importance of tolerance in the Zongo community (2008).
Infotect Dot Net Systems 2006-2008

· Facilitator  (HAMS)        Regional Hospital (Sunyani)  
· Facilitator  (HAMS)        YentumiBoitey Hospital (Tech) 
· Facilitator  (HAMS)        First Klass Hospital (Konongo)   
· Facilitator   (HAMS)          Rabonni Hospital Ltd (Tarkwa)                                  

Teaching, Reading, Researching, cooking, listening to people, talking and Learning new ideas.

Provide upon request.
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