MERCY STEPHEN
House No. 1,Angwar Fulani, Dakwa, Niger State.
Tel: 08032023246, 08104133334
Email:    stephenmercy24@gmail.com
Profile

A committed and capable Personnel experienced in intensive office Administration, Customer and human relation. Skilled in initiating, communicate effectively and possess strong interpersonal skills. A team player combined with good time management and problem solving skills. Creative, articulate, with respect for individual and core value of an organization. 
Career aim

To build a reputable career in a stable and dynamic organization with emphasis on growth and developments. Add value to the organization by contributing positively to its growth.

Personal data

Born 2nd February 1984, Single, Female and a Christian.
Languages Spoken
English, Hausa and Ishan
Working Experience


April 2017 – September 2020
Receptionist 



MTN NIGERIA COMMUNICATIONS LIMITED, Kano.
· Represent organization in an ethical and professional manner, maintaining a complete knowledge of organizational structure, personnel names and titles.
· Welcome and greet visitors appropriately, while remaining calm under pressure.
· Listening to customers and management, speaking in a clear and friendly way over the phone and face to face and respond with empathy.
· Determine visitor’s need in a professional manner, dealing effectively with difficult customers.
· Clarify solution and support to customer using in-depth knowledge of the company products and services.
November 2007 – April 2017

Office Assistant



MTN NIGERIA COMMUNICATIONS LIMITED, Sokoto.
· Assist in providing reliable and efficient administrative support services such as photocopying and printing of official documents for team members.
· Collate and Co-ordinate different departmental correspondents to ensure organized records and appropriate access and rights to respective team members. Accomplishing new and different request.
· Forwards information by receiving and distributing communications; collecting and mailing correspondence; copying information.
· Maintains office equipment by completing preventive maintenance; troubleshooting failures; calling for repairs; monitoring equipment operation and keeping record of maintenance service timing.
· Raise requisitions for office supplies, consumables, stationery, and electrical appliances, etc. Also monitoring appropriate utilization of these supplies such as consumables and Stationery to avoid misuse and waste.

· Maintains supplies by checking consumable stock to determine inventory stock levels; anticipating requirements; ensure office environment is clean and conducive for staff to carry out their duties effectively.
October 2005 – November 2007
Form and subject master
Government day secondary School, Bodinga. Sokoto.
· Attend the morning assembly
· Maintain the teacher’s diary

· Prepare well each and every aspect of lesson before the delivery of the lesson.

· Motivate students and get them prepare before the actual class work begins.
· Interact with the students to induce curiosity, motivate and provoke thinking, imagination and application of concept taught

Cerficate

2013

National Youth service Corps.


Youth Corps Member.
2011

Standard Computer Training Center, Sokoto.


Diploma in Computer studies.
2011            
Sokoto State Polythecnic, Sokoto.


Higher National Diploma (HND) in Business Admin and Management.
2001             
Federal College of Education (Technical) Gusau. 


 National Certificate of Education (NCE)
 2005

Gamji Girls College, Rabah. – Sokoto State.


West Africa Examinations Council (WAEC)

Trainings attended

· Customer Service Skill 
· Customer Service Relations

· Occupational Health and Safety
Skills


· Ability to maintain high ethical and professional standards.
· Good enumerate and analytical skills.
· Basic computer knowledge ; Ms word, Outlook, excel and internet
· Good writing skills

· Good project management skills

· Also skilled in providing useful information for business decision, handling pressure and meeting deadlines.

Interests


Meeting People, Travelling, Reading, and Music

Additional information: A punctual, organized and competent individual, prepared to relocate and participate in company functions. Can meet management expectations. Always willing to get the job done, Can work in a fast paced environment, and pay attention to details and complete task on time.
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