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PROFESSIONAL SUMMARY

Highly organized and efficient in fast- paced multitasking environments; able to prioritize effectively to accomplish objectives with creativity, enthusiasm and hard work.
SKILLS

-Education(teaching)

-Knowledge in payroll administration

-Effective in handling customer services

-Significant knowledge in computing (MS Word, MS excel, MS PowerPoint)

-Strong corporate administrative skills.

-Excellent written and oral English Communication

EXPERIENCE

Data Entry Clerk(United Kingdom UK)

KEEP CHILDREN SAFE ONLINE/ August 2022- March 2023


·   Input new information into database systems.
· Create and manage spreadsheets.
· Control the data probity by performing comparative analysis of different sources.
· Regularly update existing database system records.
· Produce reports.
· Retrieve data as requested.


  Translator(Online)

PEOPLE PER HOUR (February 2021- November 2022)

· Read given material and research industry-specific terminology.
· Convert text and audio recordings from one language to one or more others.
· Ensure translated content conveys original meaning and tone.
· Prepare subtitles for videos and online presentations.






Call Centre Agent (Senegal)

SAFA HSE/ March 2022- August2022

-Answer inbound calls in a timely and friendly manner

-Evaluate problems and complaints of the callers and provide proper solutions to them

-Respond to the needs of customers and provide personalized service

-Provide information on the company’s products or services and generate interest in the offer

-Upsell products and services

-Research needed information using available resources

-Process orders, forms, and applications

-Route calls to other team members whenever needed

-Make relevant notes from customer interactions

TRANSCRIPTION OUTSOURCING LLC

ONLINE TRANSCRIPTIONIST (March 2020- November 2022

. Involved transcribing audio or video files into written text .

. Complete the transcriptions promptly and review for any grammar or spelling errors.

. Translate the details of an audio or video files accurately.




MEDICARE CLINIC (The Gambia)

PHARMACY ASSISTANT/July 2020- February 2022)

-performing all clerical duties necessary to ensure that a pharmacy is runing efficient

-Answer telephone calls, manage the cash register, and restock shelves with medication and other pharmaceutical supplies
GHANA AFRICA NEWS(BLOGGER)

Blogger/ Ghana/April 2020-

Generating, researching, and pitching ideas for posts. Writing, editing, publishing, and promoting content.
Promoting new posts using advertisements, emails, social media, and other methods to alert and attract new readers.
Advocating and educating others about interests, products, or services.


MATHEW 25:35 FOUNDATION(Ngo-Ghana)

Executive Director |Ghana|September 2019-

· Manage and leads the affairs of the organization

· Engaging the external community

· Manage and control the financial and fundraising affairs BANJUL AMERICAN INTERNATIONAL SCHOOL (Gambia)
Education Assistance /Fajara/January 2020-March 2020

-assigned to assist with programming for students who have been identified as having exceptional educational needs.
-assist classroom teachers in the implementation of Individualized Education

MEDICARE CLINIC(Gambia)

Manager|Brusubi|March 2019-December 2019

· Manage health and safety of the workforce

· Provide oversight and direction

· Maintain employee work schedules

· Delegate responsibilities to employees




HWIDIEM SENIOR HIGH SCHOOL(Ghana)

English Tutor|Hwidiem|November 2018-February 2019

-Teaching of English

-Assistant House mistress

-Guidance and Counseling

-Assisting Debators

OSUODUMGYA JUNOIR HIGH SCHOOL(Ghana)

English Tutor|Hwidiem|September 2018-November 2018

-Teaching of English

-Organising quizes




FIRST COLLECT GHANA LIMITED(Ghana)

Customer Relation/Marketing|Kumasi|January 2018-May 2018

-Secretary

-Personal Assistant

-Customers Service Relation

-Marketing

-Receiving Calls




SOPA ENTERPRISE,KUMASI-GHANA

Assistant Warehouse Manager| Kumasi| November 2016-April 2017

-Assisting and assigning tasks to workers in warehouse

-Taking phone calls from customers

-Coordinating receipts

-Ensuring equipments and safeguards the warehouse KESSBEN RADIO,KUMASI-GHANA
Volunteer Reporter| December 2016 General Election

-Making interviews

-Reporting of Election

ULTIMATE RADIO,KUMASI-GHANA

Reporter| Kumasi | September 2016 – November 2016

-Making interviews

-Editing of stories and audios

-Preparing of stories for the newscasters

-General office administration and attend to correspondences

NATIONAL YOUTH AUTHORITY(Ghana)

National Service Personnel] Afienya-Tema] September2015-August 2016

-Teaching of English

-Assistant House Mistress

-Organizing Quiz Competition for the school

KEEP CHILDREN SAFE ONLINE(UK)

Voluntary Internship | Keep Children Safe Online, Aldgate East, UK | June2015-August 2015

-Volunteer Fundraiser

-Write letters, make photocopies, scan and print out letters to appeal for funds

-Doing secretarial and office work

-Communicating and educating the children in the community on the threats and dangers of the use of internet



EDUCATION

BACHELOR OF ARTS(English) Kwame Nkrumah University Of Science And Technology, |2011- 2015
DIPLOMA IN JOURNALISM(Broadcast Journalism) College Of Media Studies, Kumasi [ 2013-2014
WEST AFRICAN SENIOR SECONDARY CERTIFICATE (WASSCE) General Arts

Kumasi Wesley Girls Senior High School Kumasi, | 2007-2011

BASIC EDUCATION CERTIFICATE

Adventist Preparatory School Kumasi, | 2004-2007








REFERENCES

Nana Awuah Darteh Lecturer
Kwame Nkrumah University of Science and Technology

nanawuahd@gmail.com




Mr. Newland I. Akonor
Assist Headmaster of Academics Hwidiem Senior High School newlandakonor@gmail.com
