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ESTHERJEREMIAHEKPENYONG
16EkaEkongStreet,OffOtuAnsaroad,IBBWay,

Calabar,
Cross-RiverState

09095299883
Startreasure67@yahoo.com

Gender:Female|Dateofbirth:06-02-1993|StateofOrigin:Cross-RiverState|Single

Askilledprofessionalwithexperienceorganizingpresentations,preparing
reports,andmaintainingutmostconfidentiality.Acharismaticpersonality
withaCan-DoSpirit,teachableandaTeam player.PossessaB.Ed.in
EducationalAdministration and Planning also proficientin Microsoft
Packages.Lookingtoleveragemyknowledgeandexperienceintoarole
thatfitsmyprofileandcareergoals.

PROFESSIONAL EXPERIENCE

FEDERALAIRPORTSAUTHORITYCOOPERATIVEOUTLET,
Calabar,NG.
OfficeAssistant/Cashier,
2020.

 Manageday-to-dayoperations
 ProductSalesandinventorymanagement.
 ProcurementandStockmanagement.
 AccountOfficer.
 ComputerOperator.
 Generalcooperativeofficemanagement.

FLOURISHINGCOOPERATIVEBANK,Calabar,NG.
MarketingExecutive,
2016.

 Scheduleandcoordinatemeetings,appointments,andbusiness

arrangementsforprospectivecustomersandexistingclients

 Trainingnewmarketerstoensureattentiontodetailandadherenceto

companypolicy.

 Developedasolidclientele.

 Maintainutmostdiscretionwhendealingwithsensitiveinformation.

 Promotecompany’sproductsandservices.

 Manageaccountopenings.

 Managenewandexistingclients.



09095299883Startreasure67@yahoo.com

ARMYCOMMANDSCHOOL,Calabar,NG.
SubjectTeacher,
–2015.

 TutorstudentsinEnglish,Literature,SocialStudiesandHealthEducation.

 PreparedLessonNotes,TeachingGuidesandresourcesforeachleveland

session,andalsopreparedreportsweeklyformanagement.

 PreparedExaminationoutlinesandquestions,graderesultsandterm reports.

 Purchasedandmaintainedofficesupplyandinventory.

 ParticipateinParentsandTeachersrelationshipmanagement.

EDUCATION

UNIVERSITYOFCALABAR,Calabar,NG.

BachelorofEducationinAdministrationandPlanning,2015

 Honors:2ndClassUpperDivision

SECONDARYCOMMERCIALSCHOOLS,Mbiabong,AKS,NG.

S.S.C.E–NECO–WAEC,

2008.

 ObtainedhigherCreditScores.

FIRSTSCHOOLLEVINGCERTIFICATE
PRIMARYSCHOOLCERTIFICATE

 Obtained

2003.

ADDITIONAL SKILLS

 ProficientinMicrosoftOffice,withafocusonWord.

 BilingualinEfik/IbibioandEnglish.

 Webandtechsavvy,requirelittletonotraining.

 PunctualityandAttentiontoDetails.

 Peoplemanagementandteam player.

ReferencesandRefereesAvailableonrequest.


