CHINYERE NWADIOHA
Address: 34 Salawu Street, Surulere, Lagos. Nigeria.
Phone: +234 (0) 803 827 8075, +234 (0) 818 283 5260 
Email: nwadioha23@yahoo.com
	OBJECTIVE 
	To achieve and surpass set goals with zeal and passion by providing value added services to any organization that believes in world class standard.


	WORK

EXPERIENCE
	                                       March 2016 – November 2019
Customer Service Representative, Skyroptech Nigeria Limited, Owerri, Imo State.  

· Resolved products and services problems by clarifying the customer’s complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem.

· Prepared products and service reports by collecting and analyzing customer’s information.

· Contributed to team activities by accomplishing related results as needed.

· Managed large amount of incoming calls.

· Built sustainable relationship of trust through open and interactive communication.

· Resolved customer’s complains via phone, email, mails and social media.

· Worked with the Manager Customer Service to promote the delivery of the customer service unit.

                                                   March 2012 – March 2016
Procurement Officer, Eunic Construction Company Ltd Owerri, Imo State.  
· Purchased goods and services within established limits as provided by the Division of Purchases. Contacts suppliers for prices quotes; prepares requisitions and affixes authorizing signature before ordering.

· Checked accuracy of funding information to avoid errors,duplications or misappropriation.

· Managed data.

· Secured purchase deals.

· Conducted research concerning new products and general commodity requirement.

                                                   July 2011 – July 2012
Ministry of Women Affairs & Social Welfare

Idongesit Nkanga Secretariat, Uyo, Akwa Ibom

National Youth Service Corps 
· Facilitated all administrative procurement as periodically required in line with approved procedure.

· Prepared and maintained the  requisition of office supplies,office machinery and appliances by external suppliers against shortages.
· Scheduled and organized meetings and  venues ensuring no conflicts.



	EDUCATION


	Diploma in Public Administration, Imo State University, Owerri, Imo State.                                                                                            2016         
National Youth Service Corps, Discharge Certificate.
                                                                                                    2011-2012    
Bachelor of Science, Sociology and Anthropology, Imo State University, Owerri, Imo State.                                                   2005-2009
West African Senior Certificate Education (WASSCE)       2005                                 
First School Leaving Certificate,                                            1998                                                                            


	SKILLS 
	Microsoft office, Database Management,Observant, Verbal and written communication


	REFERENCES 
	References available on request
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