          CHIKEZIE NWANKWO  
           PERSONAL INFORMATION                     
Address:       # 12 Owie street, Benin city- Nigeria                                           
Tel:                +234 80 90914275                                                                                                                       Email:            cnwankwo68@yahoo.com   
Skype ID:       Chikezie.Nwankwo
Sex:                Male


PROFESSIONAL SUMMARY
Detail-oriented office administrator with 5+ years of experience ensuring offices runs smoothly and efficiently. Excited to join the team at your organisation and bring a new level of organization and attention to detail. Increased office efficiency at Profession Systems Co. by introducing a new ERP software package. An upbeat team player with an expansive toolkit of interpersonal skills and business operations knowledge.

EDUCATION
The Chartered Institute of Logistics and Transport. United Kingdom                                                               2008 -2009
·  Chartered Member
Federal Polytechnic Nekede - Owerri Nigeria                                                                                                          1990 -1995
· Diploma, Purchasing and Supply  management 
                                                                            CERTIFICATIONS & TRAININGS
American Purchasing Society - USA                                                                                                                          2010 -2011
· Certified Professional Purchasing Manager (CPPM) 
· Certified Purchasing Professional (CPP).   

 SKILL
· Skilled in public speaking, administrative skills, and communication
· Adept at Excel, preparing and delivering reports, and budgeting
· Passion for conflict resolution and building positive workplace environments
PROFESIONAL EXPERIENCE
Divine Company Ltd, Benin Nigeria • Office Administrator
(06/2016) - Present
· Deliver executive support to the Director of Engineering and 190+ people in the department. Offer travel support, calendar assistance and organization, maintain vacation and attendance records, and support human resources with all Engineering new hire candidate needs. Monitor building maintenance and expansion, schedule conference rooms, annual event coordination and implementation, and serve as backup support to other departments.
· During first 30 days of tenure, proposed and received approval to design and establish a central mail location, which removed duplication of work and improved efficiency of mail distribution.
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