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---------------------------------------------------------------------------------------------------------------------
TO SECURE A POSITION WHERE MY QUALITIES OF A FAST LEARNER AND THE ABILITY TO TAKE ON NEW CHALLENGES CAN BE USED.

----------------------------------------------------------------------------------------------------------------

PROFILE 
A well qualified Foreign Language and Administrative Support professional with over  seven years experience working in multicultural fast-paced environments demanding strong organizational and communication skills. Trustworthy, and ethical, committed to outstanding output. Confidence and poised in interactions with individuals at all levels. Detail oriented and resourceful therefore enhancing operational efficiency and affecting team productivity.
SKILLS 

· Excellent word processing, typing, and writing skills. 
· Outstanding supervisory and interpersonal skills.
· Knowledge of basic human resource and financial management.
· Availability and effective time management
· Office equipment and computer operations
· Strong ability to manage conflicting and changing priorities. 
· Good judgment, tact and discretion. 
· Established telephone and front desk skills
· Filing and Data Archiving
· Hands on experience in NGO and project related environment.
· A self motivated individual  who can work under strict deadline schedules without much supervision
· Proven problem-solving, analytical, and creative thinking skills in complex situations.

· Foreign Language Teaching Skills
· Proofreading and Editing  Skills
EDUCATION & QUALIFICATIONS                                                                   YEAR
	Honours Group Diploma in Management and Administration
	2012

	Cambridge International College, United Kingdom - Studied the following:

 Human Resource Management; Management Theory and Practice; 

Marketing and Sales Management; Business Administration; 

Modern Management; Accounting; Economics

	 

	

	External Diploma(equivalent to BA) in Translation
	2002

	University of Ghana,Legon, Accra, Ghana - 

· Major: English, French, Spanish Translation 

· Minor: Economics, International Relations, Law, Linguistics  


OTHER TRAININGS ACQUIRED

· Professional Certificate in Managing the Office and the Boss                    2005                          
               Programme for Effective Management, Ghana (PEM)
   .  Certified Nursing Assistant                                                                          2012
       -       CPR Certified                                                                                     2012

     -      First Aid Certified                                                                               2012
CAREER HISTORY  

ORGANIZATION                                                                                            DURATION

New Century Builders Inc.                                                                             2010-2012
Silver Spring, USA
Project Administrative Assistant

Duties and Responsibilities

· Receiving and Greeting Visitors
· Receiving incoming calls and transferring them

to the various extensions

· Making outgoing calls to customers and

business partners

· Sending proposals to Companies to bid
on their construction projects

· Inviting subcontractors to bid on our projects

· Payment of bills related to running the company

· Filing, emailing, faxing, scanning, typing, photocopying

· Managing incoming and outgoing correspondence

· Managing calendar  and making travel arrangements
FRR, theIDLgroup Ltd, UK                                                                             2008-2009
(Ghana FLEGT VPA Project,  DFID, UK                                                        
in support of the European Commission Delegation ,Accra)
  Administration Officer 
  Duties and Responsibilities:   
1. FLEGT VPA Advisor: 

· Daily agenda and contact management.

· Document management and filing, as well as printing, copying and binding when required. 

· Taking, elaborating and distributing minutes of meetings.
2. Wider FLEGT VPA Activities: 

· Financial administration and reporting of all FLEGT VPA related financial matters. Including all accounting for the project through a designated bank account and an imprest system.  

· Management of FLEGT VPA petty cash. 

· Reception activities for visitors to FLEGT VPA.

· FLEGT VPA related procurement services, including FLEGT VPA related office supply stock management, planning and procurement, vehicle mileage logbook management.
· Setting up and management of a FLEGT VPA electronic and paper library.

· Any other administrative or financial activity as required by the FLEGT VPA advisor.

3. The IDL Group office: 

i) Receptionist duties for the shared office. Including: answering the phone, transferring calls and taking any messages, distributing post to each member of the team, welcoming visitors.

ii) Participating in the weekly team meeting and taking minutes for distribution to the FLEGT VPA and The IDL Group team for comment. 

Worldwide Fund for Nature International                                                              2008                                                                           
(West Africa Forest Programme Office)
Administrative Assistant

Duties and responsibilities:   

·  General  Administrative Management

· Translation of Official Documents  from diverse  fields from French into English 

· Data Entry into Accounting Software

· Handling of Petty Cash and Control of Office Budget

· Typing ,Filing and Retrieval of office Documents
· Responsible for Correspondence

· Making Travel and Hotel arrangements

· Photocopying, Faxing and Binding of Office Documents

· Ordering and Controlling Stationeries and other Office Supplies

J&P Transcomput    LTD                                                                                     2007-2008
Translator & Language Instructor 11

Duties and responsibilities:   

· Translation of documents from diverse fields

· Language Instruction

Phyto-Riker Pharmaceuticals Limited



                           2004 – 2006
Translator  

Duties and responsibilities:   

· Translation of Outgoing and Incoming Official Documents
· Preparation of English and French documents for               

        submission to external bodies both locally and internationally

· Assistance in the preparation of documents for registration and tender                                                                             

        of products in Francophone countries

·  Performance of  Administrative and Secretarial duties

Ministry of Foreign Affairs                                                                               2002-2003
 Translator
Duties and responsibilities:   

· Translation of official documents from French into English 
           and from Spanish into English. 

· Typing  and filing of office documents

· General Office Management

WORKING LANGUAGE PAIR
French into English

English into French

Spanish into English
Spanish into French
FIELDS OF TRANSLATION EXPERTISE

Legal

Financial

Pharmaceutical

General
Medical

Construction

Technical

Communication

Business
Natural Resources
REFERENCES
Available upon request
