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ATUGBOKOH DESTINY

Location: Lagos, Nigeria
Phone: 09011333702 | 07056216829
Email: dorodes2801@gmail.com

PROFESSIONAL SUMMARY

Diligent, adaptable, and highly motivated Public Administration graduate of the University of Benin with practical experience in administration, reception, secretarial support, customer service, content creation, graphic design, writing, and catering.

Experienced in supporting day-to-day office operations, communicating with clients and visitors, organizing information, handling administrative responsibilities, and working in professional environments. Also possesses strong creative and digital skills, with the ability to create written, visual, and social media content.

A fast learner with excellent interpersonal and organizational skills who can work effectively both independently and as part of a team. Comfortable working in fast-paced environments, managing multiple responsibilities, meeting deadlines, and learning new systems and processes.
EDUCATION

University of Benin, Edo State

Bachelor of Science (B.Sc.) in Public Administration
2022 – 2026

PROFESSIONAL EXPERIENCE

Secretary
Law Firm
 Austin Odigie & Co 
Aiyedubie chambers 
Benin city.
	•	Provided administrative and secretarial support for the day-to-day operations of the law firm.
	•	Received and attended to clients and visitors professionally.
	•	Managed correspondence, documents, files, and office records.
	•	Assisted with preparing, organizing, typing, and formatting official documents.
	•	Maintained proper filing systems and ensured documents could be retrieved efficiently.
	•	Assisted with scheduling appointments, meetings, and other office activities.
	•	Communicated with clients and other relevant parties professionally and courteously.
	•	Handled confidential information with discretion and professionalism.
	•	Supported lawyers and other members of staff with administrative tasks.
	•	Managed multiple tasks while maintaining accuracy and attention to detail.
	•	Assisted in ensuring smooth daily operations within the office.

Receptionist
deutschmann hotel and suits 
	•	Welcomed and attended to visitors and clients in a professional and friendly manner.
	•	Answered and directed telephone calls and responded to enquiries appropriately.
	•	Managed incoming and outgoing communications.
	•	Assisted with appointment scheduling and general office coordination.
	•	Maintained a professional and organized reception area.
	•	Provided information and assistance to clients and visitors.
	•	Recorded and organized relevant information and office correspondence.
	•	Supported other members of staff with administrative duties when required.
	•	Demonstrated excellent customer service and interpersonal skills.
	•	Handled multiple responsibilities efficiently in a busy work environment.

Caterer / Culinary Professional

Self-Employed / Freelance
	•	Prepare a wide variety of Nigerian and continental meals, snacks, pastries, and baked products.
	•	Manage customer orders from inquiry through preparation and delivery.
	•	Plan menus according to customer preferences, budgets, and occasions.
	•	Handle ingredient sourcing, food preparation, portioning, and presentation.
	•	Maintain appropriate hygiene and food-handling standards.
	•	Manage food costing and purchasing to improve profitability.
	•	Prepare cakes, bread, doughnuts, cinnamon rolls, meat pies, sausage rolls, chin chin, and other baked products.
	•	Provide professional customer service and maintain good relationships with clients.
	•	Manage multiple orders while ensuring quality and timely delivery.

Content Creator / Writer

Freelance
	•	Create engaging written and visual content for social media and digital platforms.
	•	Write captions, promotional materials, articles, advertisements, and other digital content.
	•	Research topics and communicate information clearly to different audiences.
	•	Develop creative content ideas based on audience interests and objectives.
	•	Apply storytelling and copywriting techniques to digital content.
	•	Assist with social media content planning and management.

Graphic Designer

Freelance
	•	Design flyers, posters, social media graphics, promotional materials, and digital advertisements.
	•	Use Canva and other design tools to create professional visual content.
	•	Develop designs according to clients’ instructions and branding requirements.
	•	Make revisions based on client feedback.
	•	Apply creativity, typography, layout, and visual communication principles to design projects.


CORE COMPETENCIES

Administrative & Professional
Digital & Creative, 
Culinary

PERSONAL ATTRIBUTES
	•	Diligent and hardworking
	•	Highly organized
	•	Responsible and dependable
	•	Creative and innovative
	•	Excellent interpersonal skills
	•	Strong communication skills
	•	Fast learner
	•	Adaptable and flexible
	•	Good attention to detail
	•	Ability to work under pressure
	•	Ability to work independently
	•	Strong team player
	•	Professional and respectful
	•	Willingness to learn and develop
CAREER OBJECTIVE

To obtain a challenging and rewarding position in an organization where I can utilize my administrative, communication, creative, organizational, and interpersonal skills while contributing meaningfully to the growth of the organization and continuously developing professionally.
REFERENCE: on request 
