JOHNNY UBONG CLEMENT
OFFICE CLERK / ADMINISTRATIVE
Phone Number:	+234 (08149122072)
Email:	uclement679@gmail.com
Address:	26, Ariyo Avenue Off Olutola Street, Ojodu, Lagos.


SUMMARY
Highly organized and detail-oriented office administrative with over 5 years of experience in administrative and clerical support roles. Proficient in managing daily office operations, maintaining accurate records, and providing exceptional customer service. Adept at multitasking, problem-solving, and maintaining a positive office environment. Skilled in specific tools, e.g., MS Office Suite, QuickBooks, or other software.

PERSONAL DATA:
Sex:                                             		Male
Date of birth:                            		1st January, 1996
Marital Status:                           		Single
Nationality:                              		Nigeria
State of Origin:                         		Akwa Ibom
Local Government Area:       		Esit Eket
Religion					Christianity 

EXPERIENCE

HARTLEY SUPERMARKET
Store Keeper
2020 - 2022

OFFICE ADMINISTRATIVE

ASA ADVANCE TECHNOLOGY
2022 –2025
· Perform administrative duties such as filing, data entry, and answering phones to ensure efficient office operations.
· Coordinate appointments and manage calendars for [managers/teams].
· Maintain accurate records and organize files to ensure easy access for the team.
· Greet and assist clients and visitors, providing information and resolving inquiries.
· Collaborate with team members to improve office workflows and procedures.
· Managed	correspondence,	including	emails,	letters,	and	phone	calls,	to	support management.
· Prepared reports, presentations, and meeting materials for team use.
· Oversaw office supply inventory, ensuring timely restocking and cost management.
· Assisted in organizing events, meetings, and employee onboarding.
· Streamlined administrative processes to enhance productivity.
EDUCATION
2025 – 2025	NYSC Certificate  (Administrative) 
2020– 2022.	HND Business Admin, Temple Gate Polytechnic, Abia State 
2018– 2020.	OND Business Admin, Temple Gate Polytechnic, Abia State

2008– 2014	West African Senior School Certificate
Government	Secondary	School,	Esit Eket, Akwa Ibom

2003 – 2008	First School Leaving Certificate
· Salvation Primary School, Esit Eket, Akwa Ibom

SKILL

· Office Administration & Clerical Support
· Data Entry & Record Management
· Scheduling & Calendar Coordination
· Customer Service & Communication
· Filing & Documentation
· Proficiency in Microsoft Office, Google Workspace, etc.
· Time Management & Organization
