ABSALOM HOPE DOWI
FCT Abuja | Email - hopea273@gmail.com | Phone No. - 09162842611
PERSONAL PROFILE
I am a detail-oriented professional with a passion for providing essential administrative and logistical support. With a solid grasp of general office practices, I am dedicated to ensuring seamless operations while contributing to effective office management. My collaborative approach and commitment to maintaining a well-organized workspace make me an asset in supporting staff and supervising janitorial services.
EXPERIENCE
GOALPrime Organization Nigeria | Admin and Logistics Assistant Maiduguri | 01.2023 – Current
Roles and Responsibilities:
· Provided vital administrative support to the office team, assisting in daily tasks such as document preparation, data entry, and communication management.
· Assisted in coordinating and scheduling meetings, ensuring all necessary resources were available and contributing to efficient time management.
· Collaborated with the janitorial staff to maintain a clean and organized office environment, participating in supervisory tasks, and promoting a hygienic workspace.
· Assisted in managing office supplies and inventory, proactively restocking items to prevent shortages and support seamless operations.
· Contributed to the development of improved filing systems, leading to quicker retrieval of documents and enhanced office organization.
· Assumed a proactive role in supporting store management by aiding in data collection and report generation, contributing to informed decision-making.
· Assisted in the logistical aspects of office events, including setup, coordination of materials, and on-site assistance, resulting in successful and well-organized gatherings.
· Responded to inquiries from both internal and external stakeholders in a timely and professional manner, fostering positive relationships and effective communication.
· Gained proficiency in using Microsoft Office Suite and other relevant software tools, effectively creating, and editing documents, spreadsheets, and presentations.
· Demonstrated adaptability and flexibility by quickly learning and adapting to new tasks and responsibilities as they arose.
· Maintained confidentiality when handling sensitive information and documents, adhering to company policies and ethical standards.
· Collaborated closely with the administrative team to identify areas for process improvement and efficiency enhancement.
· Actively participated in team meetings and brainstorming sessions, offering valuable insights and ideas to improve office management practices.
Mercy Corps | Field Enumerator 				             Maiduguri | 04.2018 – 02.2020.
Roles and Responsibilities:
• Conducted face-to-face interviews and surveys with beneficiaries to collect data.
• Demonstrated strong interpersonal skills, building rapport with respondents to encourage participation and ensure data accuracy.
• Utilized [mention any software or tools used for data collection] to capture and manage survey responses efficiently.
• Collaborated with the research team to troubleshoot issues and provide feedback for improving data collection methods.
• Ensured confidentiality and ethical guidelines were upheld throughout the data collection process.
• Trained and supervised a team of [number] enumerators, ensuring consistent data collection practices and adherence to protocols.
• Compiled and reviewed collected data, identifying discrepancies and outliers for further investigation.
• Collaborated with data analysts to clean, organize, and prepare data for analysis.
• Contributed to the development of survey instruments and interview scripts based on research objectives.
Save the Children International | Volunteer 			Maiduguri | 05.2017 – 02.2018.
Roles and Responsibilities:
• Collected, dispersed, tracked, and returned devices used for daily field activities.
• Participated in the Out-patient Therapeutic Program services for severely acutely malnourished children.
• Lead the team in conducting mid upper arm circumference screening for malnutrition in IDP camps, host communities and among returnees.
• Ensured that referral and follow up of severely malnourished children to Outpatient Therapeutic Program and Stabilization centers are carried out.
• Ensured timely identification of complications in children with SAM, non-responders, and refer to Inpatient Care.
• Provided technical input and supervised Mother and Father support/Care group meetings in assigned communities.
• Lead the team in carrying out outreach campaigns in IDP camps and communities ensuring that information was properly conveyed and circulated to the camps and community, making sure that beneficiaries and local populations both understand the project goals and actively participate in their implementation.
• Ensured accurate collection of structured and unstructured questionnaires during KAP survey, PDM, Mass MUAC screening and IYCF data validation using the open data kit (kobo collect) software.
• Received comments and feedback from cooperating beneficiaries, and support groups, to support identifying programmatic issues with a view to fostering efficient operations.
• Conducted household surveys, assessment, individual follow-ups, and monitoring nutrition Education activities within IDP camps and communities.
• Built and maintained mutually respectful relationships with Camp Management, service providers, local authorities, IDP community members and host community members, to ensure smooth communication, activity implementation, and community outreach.
SKILLS
· Administrative Support: Provided essential assistance to the office team in various tasks, including document preparation, data entry, and communication management.
· Meeting Coordination: Assisted in scheduling and organizing meetings, ensuring resource availability, and contributing to effective time management.
· Office Organization: Collaborated with janitorial staff to maintain a clean, organized, and hygienic office environment, including supervisory tasks.
· Inventory Management: Managed office supplies and inventory, proactively restocking to prevent shortages and support seamless operations.
· Filing System Improvement: Contributed to the development of enhanced filing systems, leading to quicker document retrieval and improved office organization.
· Data Collection and Reporting: Aided in collecting data and generating reports to support store management's decision-making processes.
· Event Logistics: Supported logistical aspects of office events, from setup to coordination of materials, resulting in successful and organized gatherings.
· Communication: Responded to inquiries promptly and professionally, fostering positive relationships with both internal and external stakeholders.
· Software Proficiency: Proficient in using Microsoft Office Suite and other relevant software tools for creating, editing documents, spreadsheets, and presentations.
· Adaptability: Demonstrated quick learning and adaptability to new tasks and responsibilities as they emerged.
· Team Collaboration: Actively participated in team meetings and brainstorming sessions, offering valuable insights for office management improvement.
EDUCATION
University of Maiduguri | Bachelor of Health Education 	                 Maiduguri, Borno State | 2024
Government Girls Unity College | SSCE 					       Kontagora, Niger State | 2018
Hassan Primary School| First School Living Certificate (FSLC)                  		  Taraba State | 2012
LANGUAGES
·  English 				Fluent
·  Hausa 				Fluent
ACCOMPLISHMENTS
· Collaborated with a team of 2 in the development of framework agreement for 11 categories.
· I implemented an equipment maintenance program which realized 25% savings.
CERTIFICATIONS
Digital Security and Human Right. 				                   Amnesty Academy. 12.2022
Excel training.								       Easy Access Ventures.1.2018
Diploma in Computer                                                         Adore Computer Institute, Taraba State. 2018
Logistics and Supply Chain Fundamentals. 						      Udemy. 10.2018
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