MARGARET OKPOK
Phone: 09031914787
Email: meggieokpok@gmail.com
Location: Nigeria
Professional Summary
Motivated and detail-oriented with strong administrative, organizational, and communication skills. Adept at managing calendars and emails, preparing documents, conducting research, and maintaining high levels of confidentiality. Skilled in digital tools such as Google Workspace, Microsoft Office, Zoom, and Canva. Committed to delivering efficient, professional support in fast-paced environments.
Core Skills
- Calendar & Email Management
- Data Entry & Document Preparation
- Research & Report Writing
- File Management
- Problem-Solving Skills
- Confidentiality & Professionalism
Tools & Software
- Google Workspace
- Microsoft Office
- Zoom
- Canva
Education
Nursing Student
Rivers State University
