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Address:   22 Ukwoji Obor Road, Omoku, Rivers State
Phone:  +2347048634015
Email:    okeluegift8@gmail.com

CAREER OBJECTIVE
Highly organized and details-oriented aspiring Executive Assistant with strong communication, scheduling, and administrative support skills. Skilled in managing tasks handling emails, coordinating meetings, creating forms, and using digital tools for work. Quick learner with the ability to stay organized, multitask, and provides professional support in fast-paced environments. Seeking an Executive Assistant role where I can contribute efficiency, professionalism, and excellent organizational skills.
PERSONAL DATA
Date of birth:           7th April 
                                  2003
Sex:		          Female
Home Town:              Kwale
LGA:		          Ndukwa   East
State:		          Delta
Nationality:	          Nigerian
Religion:	          Christian
EDUCATION
2006 - 2014	   Future Leader Group of School Nursery, primary and secondary school,     Omoku,     Rivers State
2014 - 2020         St Mary’s Catholic College (Secondary school) Omoku, Rivers State
2022 – 2025	   B.Sc. Degree in Business Education, Rivers State University, Federal College of                 Education (Technical), Omoku

WORK EXPERIENCE
Administrative Support Assistant (Freelance/Personal Projects)
2025 – Presents
· Assistant with organizing scheduling and managing daily tasks efficiently
· Created and managed Google Forms for data collection and responses
· Maintained organized digital records and document
· Handled online communication and responded professionally to messages
· Supported task coordination using digital productivity tools
· Performed data entry and internet research tasks accurately
CORE SKILLS
· Email Management
· Calendar & Scheduling Management
· Data Entry & Record Keeping
· Communication Skills
· Meeting Coordination
· Time Management
· Google Workspace (Docs, Sheets, Forms, Drive)
· Canva Basics
· Customer Support
· Microsoft Office (Word, Excel, PowerPoint)
· Internet Research
· Task Organization

CERTIFICATION
· Microsoft Office

REFERENCES
Will be available on request
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