EPHRAIM JOSHUA GALVIN
Abuja, Nigeria
Email: galvinephraim@gmail.com
Phone: +234 704 544 8421
LinkedIn: https://www.linkedin.com/in/joshua-e-855b68273
PROFESSIONAL SUMMARY
Detail-oriented and highly organized administrative professional with a Bachelor's degree in Public Administration and experience in customer service and front desk operations. Skilled in communication, record management, scheduling, problem-solving, and handling customer inquiries. Adept at working independently, learning new tools quickly, and providing excellent support in remote work environments. Seeking remote opportunities in Customer Support, Virtual Assistance, Data Entry, and Administrative Support.
CORE SKILLS
• Customer Service
• Virtual Assistance
• Data Entry
• Email Management
• Calendar Management
• Microsoft Word
• Microsoft Excel
• Google Docs
• Google Sheets
• Canva
• Internet Research
• Communication Skills
• Time Management
• Administrative Support
• Record Keeping
WORK EXPERIENCE
Receptionist
Shantel's Bakery, Kubwa, Abuja
2021 – 2022
• Welcomed customers and attended to inquiries professionally.
• Managed phone calls and directed visitors appropriately.
• Maintained records and organized office documents.
• Assisted with administrative and customer service duties.
• Resolved customer concerns courteously and efficiently.
NATIONAL YOUTH SERVICE CORPS (NYSC)
Abuja, Nigeria
2021 – 2022
• Assisted with administrative tasks and office operations.
• Maintained records and prepared reports.
• Collaborated with team members to ensure efficient workflow.

Remote content creator 
Pawshauz pet hub 
July 4 2026 – currently 
I helped to create and edit engaging visual content for PawsHauz using Canva, including social media posts, promotional flyers, and marketing videos. I focus on producing clear, creative, and visually appealing content that promotes the brand and its services.
EDUCATION
Bachelor of Science (B.Sc.) Public Administration
University of Abuja
Graduated: 2022
Second Class Upper Division
TOOLS
• Microsoft Word
• Microsoft Excel
• Google Workspace
• Canva
• Zoom
• Google Meet
• WhatsApp Business
CERTIFICATIONS
• National Youth Service Corps (NYSC) Certificate
REFERENCES
Joshua Brown
Manager
Shantel’s Bakery, Kubwa, Abuja
Email: joshuabrwn42@gmail.com
Relationship: Former Supervisor


