
PRINCESSJOSEPHSHALLOM
Ikeja,Lagos.Shallomjoe16@gmail.com +2348105666966

PersonalStatement

Pragmatic,meticulous and goal-driven with experience supporting the CEO with

everythingfrom scheduling,organization,andprioritizationofactivitiestoCustomer

RelationshipManagement.Maintainingatrackrecordofproperorganizationandtime

managementandimprovingservicedeliveryby5% withinmyfirstmonth.Possessing

strong reportwriting,interpersonalskills and highlyproficientin MicrosoftOffice

Applications.

Skills&Competencies

TimeManagement

StrongCommunicationSkills

ExcellentInterpersonalSkills

MicrosoftOfficeSuites.

Adaptabilityandflexibility

ConflictManagement

ProfessionalExperience

Catering/ExecutiveAssistant|Apr2022-Present

PricelessFoods,PoliceTrainingSchool,Ikeja

 Supervisingstaffperformanceofbasicfoodpreparationtasksandpropermaintenance

ofworkenvironmenthygieneandcleanliness.

 OrganizationandPrioritizationofactivitiestoensurepromptservicedelivery.Improved

servicedeliveryby5%withinthefirstmonth.

 Inventoryandstocktakingdutiessuchasorderingofnewsuppliesandingredients.

HistoryTeacher|Jan2021-July2021

GreatGoldenPrinceandPrincessCollege,Abeokuta.



 PlannedandimplementedlessonplansintheareasofNigerianHistoryandEconomics.

 Fosteredaclassroom environmentconduciveforlearningandpromotedexcellent

student/teacherpartnerships.

Organizedactivitiesthatincludedcomputers,groupinteraction,andhands-onprojects

whilegettingstudentstowriteaboutimportantculturaleventsfrom thepast.

Corper’sWelfareDirector|June2019-May2020

35ArtilleryBrigade,OgunState

PlannedandoversawthewelfareofCorpmembersandmilitarypersonnel.

Co-ordinatedlogisticseffortsandcollaboratedwithexecutivesinorganizingseminarsand

meetingswithCorpmembers.

Identifiedandsubmittedmorethan5situationreportsthataidedtheexecutiveinmeeting

theneedsofCorpmembers.

DataEntryOfficer|September2018-April2019

MedicalandHealthWorkersCooperativeSociety,FederalMedicalCentre,Lokoja.

Improveddataentryaccuracyby60%,introducinga“readthrough”system whichensured

theprecisionofeachentry.

Combinedandrearrangeddatafrom 10sourcedocumentswithinarecordtimeof1hour.

Workedeffectivelywithteam memberstoexecuteprojectsaccordingtomanagement

policy.

Education

B.AHistoryandInternationalStudies|2019

SecondClassUpper

3.96CGPA

FederalUniversityLokoja,Lokoja.

SecondarySchoolCertificateExamination|2012
ECWASecondarySchool,Lokoja.

Certification

ProjectManagement|2022
UdemyOnlineSchool

AcceleratedSoftSkills|2022
Jobberman

UltimateMicrosoftOffice|2022
UdemyOnlineSchool

Interests



 PeopleorCommunityService

 Researchingandanalyzinghistoricaldata

 ConfectionariesandCateringServices
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