Joy Nkechinyere-Opara 

Address: 9, Palace Road,
Off Kirikiri Road,
Apapa,
Lagos.

							                                  Female, Nigerian Single.
Mobile: 08022263100
E-mail: joice4opra@yahoo.com
                                          
Professional profile

An enthusiastic and determined young woman, who enjoys being part of, as well as leading, a successful and productive team. Work well on initiative and can demonstrate the high levels of motivation required to meet the tightest of deadlines. Possesses a strong ability to perform effectively during team work & Quick to grasp new ideas and concepts.

Key skills

Leadership skills		   	 Innovation               			  Problem solving skills
Multitasking		   	Analytical skills		                        Communication skills
Organisational Skills		   	Team Work		                        Customer Relations 
Creativity                                	Managerial Skill  			  Computer Literate
			
Career summary

2016–2017 Indigo Arya Ltd (V.i Lagos) - Administrative Personnel/ Human Resource Assistant
· Prepare monthly payroll & Tax & VAT payment.
· [bookmark: _GoBack]Administrative roles.
· Monitors Projects & Attends Meetings.
· Provide optimum customer service relationship
· Manage recruitment & selection process.
· Prepare out-going Invoices & record In-coming Invoices.
· Manage office facilities, Employees & Freelancers.
· Work closely with company`s account officer for monthly reconciliation
· Prepare employees Letters, Memo & Upload on Company`s Dropbox.
· Manage Company`s Dropbox, Zero Account Software, Clients Social Media Pages & Domain Accounts.
 
February- June 2016 Ayodele Akintunde & Co (Lekki Lagos) – Administrative Secretary
· Prepare & Maintain inventories for monthly supplies.
· Provide & Organise proper filling system of library & legal books.
· Records all court cases, manage court dairies & Itineraries. 
· Prepare Monthly payroll, Payee & receiving of company`s cheque.
· Manage requisition & Invoices. 

2014 – 2016 Arise Monalisa Foundation (Lekki Lagos) – Executive Assistant /Secretary
· Coordinate meetings, appointments and travel arrangements for the founder 
· Managed budget for shooting/Recording projects
· Intermediary between clients and the founder (Executive Assistant)
· Responsible for Administrative functions.
· Organize timelines for Movie Production and recordings
· Resolution to various related enquiries from clients.


2014 Diamond Bank PLC (Apapa) – Contract
· Worked directly with the Customer Care team
· Introduce Diamond mobile App to customers
· Take data of customers using the app.
· Relate the customers about benefits of mobile banking and online banking.
· Refer unresolved customer grievances to designated departments for further exploration.

2011–2013 Tequila Nigeria Ltd (Ikeja Lagos) – Brand Representative 
· Describe merchandised product & explain use to customers (Benson& Hedges).
· Maintain records related to sales & Inventory of stock (Rothmans/ B&H).
· Etisalat Brand Representative for Nigerian Idol Audition (Inter States Auditioning)
· Paga Brand Representative (Registering of Mobile Money Operators).
· Direct Marketing of Product Sampling with consumers to obtain immediate feedback.

Education and qualifications

2003-2008		Bethel International School Ojodu Berger Lagos WASSCE

2013–2015		Yaba College of Technology – OND (Ordinary National Diploma)
                                  Office Technology & Management
				
2016-2019		Yaba College of Technology – HND (Higher National Diploma)
                                 Office Technology & Management

Professional development
· Enterprise Development Centre Certificate  (Pan-Atlantic University) 2016
· National Association of office technology and Management (Student Member)
· Association of Management and Business Studies (Student Member)
· Volunteered for Lagos Sees Covenant Capital 2018
· Volunteered for Decoration WAFBEC 2017 & 2018
· Volunteered for Decoration the Platform 2017 & 2018	

Interests and activities

Currently include	Cooking, Volunteering, Decoration, Fashion Styling & Personal shopper.
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