
IBELEME,GRACECHIAMAKA
35UmuodeRoadAba,AbiaState.

Mobile: 08107015479

Email: ibelemechiamaka@gmail.com

PROFESSIONALPROFILE

AcommittedanddrivenHNDLibraryandInformationSciencegraduateandCustomerRelationshipManagerwith

broadsetofskillsthatcutacrossadministration,customerserviceandothersectors,coupledwithavastknowledge

ininformationandcommunicationtechnology,havingover3yearsexperienceinadministration,clientrelation,as

wellasteachingtheoriesandpractices,utilizessoundorganizationandplanningskillstodeliverassignmentswithin

settime-framesandtoahigh-qualitystandard.Focusedonachievingtheorganizationaltargetsthroughhardwork

andkeenattentiontodetails.

EDUCATIONANDQUALIFICATIONS
HND LibraryandInformationScience(FederalPolytechnic,NekedeOwerri,ImoState)2017SSCE

WAEC(Girls’SecondarySchool,Umuahia,AbiaState)2011

Other

Certifications: ➢NationalYouthService(NYSC)DischargeCertificate–2019

➢ CharteredInstituteofCustomerRelationshipManagementCertificate–2019(inview)

ASSOCIATEDEXPERIENCE
March–July2021DataCollectionOfficer,AhiomaVirtualMarket

CollectionofData.

RegistrationandOnboardingofClientstoourVirtualMarket.

OrganizingDocumentinpowerpointslides.

July–September2017Sale’sPerson,AssortedBar&Eatery

Renderexcellentcustomerservicestoensuresatisfaction.

MonitorSalesrateoffastmovingproducts.

Reducetheratesofsaleslostbycarefullyhandlingandevaluatinginventoryandoutofstockproducts.

July2018–June2019 CLASSINSTRUCTOR(NYSC),St.EnePreciousAcademy,Akpaabuyo,Cross
RiverState.

TaughtLiterature to secondary schoolstudents,prepared lesson plans and curriculum,administered

tests/examinationsandevaluatedresults.

Improvedthestudent’sacademicperformancebytakingthem ontheusesoflibrary.

Assistedwiththesmoothrunningoftheschoolandtheacademicachievementofthestudents.

Jan2015–Sept2015 RECEIPTIONIST/SALESPERSON,UrchCommunication,Umuahia,AbiaState.



Provideexcellentcustomerservicetoensurecustomers’satisfaction.

Presentandrecommendourproductstocustomersforsales.

Improvedproductavailabilitybymonitoringsalesrateoffast-movingproductsusingdata,andmakingtimely

requisition.

Curbedtherateofsaleslostbyevaluatinginventoryandoutofstockproducts.

July2013–Nov2013 LIBRARIAN(IndustrialTraining),AbiaStateLibraryBoard,AbiaState.

Assistedpatronsbyprovidingbookrecommendationsbasedoninterest,feedback,andansweredquestions

aboutmaterialsandinformation.

CORESKILLSANDCOMPETENCES
• MicrosoftOfficePackages • CustomerServiceandRelation • ConflictManagementSkill

• Attentiontodetail • AdministrativeSupportSkill • ReportWritingSkill

• ExcellentCommunicationSkill • SalesandMarketingSavvy • GoodPublicRelationsSkill

REFERENCES:
[Availableuponrequest]


