
MatthewEneji

OfficeAdministrator/TechnicalStaff

Address:Akure,Ondo,340105

Phone:07033705379

Email:Mattheweneji7@gmail.com

ProfessionalOfficeassistantwithoveroneyearofexperiencingmanagingdailyadministrative

supporttasks,storingandprocessinginformationonMicrosoftwordandexcelinareligious

organization(church)wellorganized,quicklearnercommitedtodeliveringhighqualityresults.

Adaptableandversatileworkerprovidingexcellentserviceswithindynamicenviroments.

Skills

MicrosoftExcelandWord

WorkHistory

Sep2020- OfficeAdministrator/TechnicalStaff

-Current PastorEddyOmu,AkureOndo

Entereddataintosystem andupdatedcustomercontactswithinformationtokeep

recordscurrent

Handleddailyschedulingtasksandprovideadministrativesupportforentire

department

Offeredofficewidesoftwaresupportandtraining,troubleshootingissuesand

optimizingusage.

Education

Sep2011- JuniorSecondarySchool:Science

Sep2013 SasaCommunityJuniorHighSchool

Sep2014- SeniorSecondarySchool:Science

Sep2017 HeroesandHeroinesCollege-Akure

Aug2020- JointExaminationandPreliminaryBoard(JUPEB)

Aug2021 LeadstarCollegeofAdvancedStudies



Certifications

DiplomainComputerScience

References

Name Phoneno Email Address

Dr.AdeluseObe 08033528900 dr.adeobe@gmail.com MidasHospital65

Oke-IjebuStreetAkure

PastorEddyOmu 08030969098 LivingFaithChurch

Igoba,Akure


