​
MUHAMMED HARUNA
2, Kokumo Street Opposite NYSC Orientation Camp Iyanapaja, Lagos State.
Tel: +2347087801295/+2348053171011     Email: attabohm715@gmail.com
To strive for Excellence and precision in any position and to attain professional distinction and proficiency at all times through hard work, integrity and quality services. 
Strengths and Skills 

· Excellent organizational and administrative skills 
· Possess exceptional interpersonal, communication and motivational skills.

· Sound knowledge of documentation and presentation skills. 
· Willingness to learn and understand new systems and procedures

· Experienced in leading, engaging and building confidence in project staff.

· Strong MS Office skills which includes Word, Excel, PowerPoint, Corel draw etc. 

· Proven ability to stay within approved budgets, schedules & achieve objective

Work Experience
Alfad Villa Hotel                                                                                                                                    (2017-2019)
Sabon Gari, Kano State                                                                                                 Administrative Officer
Responsibilities:
          Manage office supplies stock and place orders

          Prepare regular reports on expenses and office budgets

          Preparing and updating employment records related to hiring, transferring, promoting and terminating
          Organize a filing system for important and confidential company documents

          Answer queries by employees and clients

          Addressing any employment relations issues, such as work complaints and harassment allegations
          Book meeting rooms as required

          Prepare reports and presentations with statistical data, as assigned
NYSC: ministry Of Information                                                                                                             (2016-2017)
Ado-Ekiti, Ekiti State                                                                                                                     Office Assistant 
Responsibilities:
· Handling incoming calls and other communication 
· Managing filing system 
· Recording of information as at when due 
· Updating paperwork, maintaining documents and word processing 
· Helping organize and maintain office common areas 
· Performing general office clerk duties and errands
Saatof Hotel & Suites                                                                                                                     (2014-2016)               

Lokoja, Kogi State                                                                                                                              Floor Supervisor          
Responsibilities:
· Train sales associates to maintain accurate workflow for all business transaction.
· Preserve excellent levels of internal and external customer service 

· Monitor efficient product quality mechanism and ensure flawless professional behavior to all customer
· Identify customers  needs and respond proactively to all their concerns 
· Providing managerial role, overseeing other employees and ensuring everyone works together for the overall interest of the organization.
Saatof Hotel & Suites                                                                                                                     (2013-2014)               

Lokoja, Kogi State                                                                                                                                     Waiter          

Responsibilities:
· Greet and escort customers to their tables
· Take accurate food and drinks orders using order slips or by memorization
· Carry dirty plates, glasses and silverware to kitchen for cleaning
· Identify customers  needs and respond proactively to all their concerns 

· Provide excellent customer service to guests
Educational/Professional qualifications

H.N.D
Higher National Diploma in (PUBIC ADMINISTRATION)
Kogi State Polytechnic Lokoja, Kogi                                                                                                     (2013-2015)
O.N.D  National Diploma in (PUBLIC ADMINISTRATION)
Kogi State Polytechnic Lokoja, Kogi State                                                                                          (2010-2012)
W.A.S.S.C  
Government Secondary School Olowa, Kogi State                                                                              (2002-2007)
F.S.L.C   
Q. I. C.  L. G. E. A Primary School Elika Olowa, Kogi State.                                                               (1997-2002)
OTHER CERTIFICATES
 Diploma in Visual Programming and Data Processing.        

Anyigba Computer Training Institute 
                                                                                        (2009)
PERSONAL INTEREST
 Reading, Counseling, playing football, table tennis, impacting knowledge and Meeting people
REFERENCES
 Available on request


