CHUKWUJINDU PRINCESS CHINECHEREM
Nationality: Nigerian
Sex: Female
Marital Status: Single
Phone: 09033477013
Email: chukwujinduprincess27@gmail.com
PROFILE
A motivated and detail‑oriented Sociology graduate with hands‑on experience in administrative support and office operations. I have a proven track record of maintaining confidentiality, ensuring smooth office processes, and supporting teams to enhance productivity. I am an effective communicator, a strong collaborator, and a problem‑solver with a passion for improving social conditions and contributing meaningfully to organizational goals.
CAREER OBJECTIVES
• To utilize my skills, talents, and knowledge to contribute meaningfully to organizational growth and effectiveness.
• To work with organizations and individuals to improve social conditions and promote positive change.
• To continuously develop my professional capacity and become a valuable asset to any organization I serve.
• To offer selfless service through challenging responsibilities within a reputable organization.

EDUCATIONAL QUALIFICATIONS
B.Sc. Sociology
Bowen University, Iwo, Osun State, Nigeria
2019 – 2023
West African Senior School Certificate (WASSCE)
Government Secondary School, Wuse Zone 3, FCT – Abuja
2015 – 2020
WORK EXPERIENCE
Administrative Support Assistant (Intern – NYSC)
Nigeria Customs Service Headquarters, FCT – Abuja
January 2024 – October 2024
• Assisted in daily office operations by providing administrative support to officers.
• Prepared, filed, and managed official documents to ensure proper record‑keeping and confidentiality.
• Registered, tracked, and distributed incoming and outgoing correspondence to ensure accurate documentation.
• Provided clerical support, including data entry, photocopying, scanning, and document organization.
• Maintained office supplies and equipment, ensuring availability and smooth operational flow.
• Supported effective communication within the office to enhance productivity and teamwork.
KEY SKILLS
• Administrative and Clerical Support
• Office Management and Organization
• Confidentiality and Professionalism
• Effective Communication
• Teamwork and Collaboration
• Data Entry and Record Management
• Problem‑Solving and Time Management
REFEREES
Available on request.

