ANI CHINENYE
📍 No.6 Nwatu Avenue, Offaco Crescent, Madalla Niger State
📞 08064826973   ✉️ chinenyeani250@gmail.com
🌟 Professional Profile
A proactive Mass Communication graduate with experience in administration, customer service, records management, and teaching support. Skilled at coordinating daily operations, maintaining accurate documentation, handling client relations, and supporting organizational goals through effective communication, accountability, and teamwork.
💼 Core Skills
· Customer Service & Relationship Management
· Administrative & Records Management
· Cash Handling & Financial Documentation
· Project & Task Coordination
· Human Resources Support
· Teaching & Communication
· Team Collaboration & Problem Solving
· GHSE Levels 1 & 2 / HSE Level 3
🎓 Education
• NYSC Certificate of National Service – Rivers State (Nov 2025)
• HND, Mass Communication – Institute of Management and Technology, Enugu (2020–2022) | Upper Credit
• OND, Mass Communication – Institute of Management and Technology, Enugu (2019) | Upper Credit
• SSCE – Government Secondary School, Jiwa, Abuja (2014)
🚀 Professional Experience
NYSC Corps Member – Emmanuel College of Commerce, Emohua, Rivers State (2024–2025)
· Planned and delivered structured lessons to students.
· Maintained accurate academic records and examination documentation.
· Supported school administration and coordinated daily academic activities.
· Promoted an organized learning environment through effective communication and teamwork.
Receptionist – Fendale Laundry & Dry-Cleaning Services, Enugu (Feb 2023–Sept 2024)
· Served as the first point of contact, providing excellent customer service.
· Recorded customer details and tracked service orders accurately.
· Managed daily transaction records and reconciled income and expenses.
· Coordinated workflow with operations staff to ensure timely delivery and customer satisfaction.
Secretary, Sales Representative & Cashier – Good Mama's Store, Abuja (Jan 2015–Sept 2017)
· Managed sales records, cash inflow/outflow, and account reconciliation.
· Monitored inventory and prepared stock reports for management decisions.
· Handled customer inquiries and processed transactions accurately.
· Prepared weekly financial and inventory summaries to improve accountability.
🏅 Leadership Strengths
· Team coordination
· Project planning
· Decision-making
· Adaptability
· Mentoring
· Professional relationship building
📌 Referees
Available upon request.
