CHUKWUEMEKA JULIET
Address: 15b Oke Owo street, Bariga,Lagos.
Tel: 09036352545, 07058988801
Email: aviedoya@gmail.com
CAREER OBJECTIVES

To obtain necessary experience and provide top quality service in a challenging environment with opportunities for professional growth and development.
WORK EXPERIENCE
 BYEOLHAS NIG LTD



SECRETARY/MARKETER



2017/2018 
Maintaining a welcoming ambience in the company.

Ensuring customers satisfaction and delight.
Provide direction and feedback on marketing projects.
Write minutes 

Collate staffs daily work report using E-count ERP System

Create strong professional relationships with clients.

KOREA PLANT SERVICE (KEPCO, KPS), EGBIN POWER PLANT, LAGOS    ADMIN ASST  
                          2015/2017
Maintaining a welcoming ambience in the company.

Call Management 

Organizing and coordinating plant meetings 

Coordinating communication between groups 

Purchase orders


SAMBO E&C CO., LTD, LAGOS STATE 


        SECRETARY   


2014/2015
Maintaining a welcoming ambience in the company.

Create memos and update register.
Processed all customers orders and ensure correct data entry.

Supervised staffs daily work

Attending meetings and receiving visitors

Making calls, sending and receiving messages from clients

OLODO SENIOR GRAMMAR SCHOOL (NYSC), OGUN STATE 

TEACHER

2011/2012
Take students on career development 

Make the students maintain a good moral standard both in school and outside the school

Take care of the students affairs

EVA ADELAJA GIRLS SECONDARY GRAMMAR SCHOOL, LAGOS STATE.
TEACHER

2009

Conduct school assembly 

Set test and examination questions

Supervises examination

Mark examination scripts

Taught Christian religious studies (CRS)

LONGFORD INTERNATIONAL SECONDARY SCHOOL   LAGOS.              TEACHER


      2009
Make lesson plan and lesson notes 

Taught Christian Religious Studies (CRS)

Mark classroom attendants (Register)

EDUCATION 
Health, Safety & Environment (UK HSE 1,2,3) 




2017

University of Ibadan B.ED Education Management



2010
Matrix Computer & Business School Computer Operations


2013
SS Peter & Paul Catering service Cake Baking & Design



2011

Iyora Senior Secondary Grammar School SSCE




2005

Alubarika Primary School First Leaving School Certificate


2000 

RELEVANT SKILL

Proficient use of Microsoft office and Internet Applications
REFEREES: To be provided on request.

