Jessica Abigail Onol
Address: C/- Rosemary Onol, P. O Box 792, Lae, Morobe Province
Phone: +67578577523
Email: jessicaonol24@gmail.com
	OBJECTIVE 
	Organized and dedicated Administration Assistant with proven track record of providing exceptional customer service, offering keen attention to detail and strong decision making skills to manage multiple concurrent tasks. Self motivated work ethic with ability to perform effectively in independent or team environment.


	WORK

EXPERIENCE
	June/2015 - May/2017
Administration Assistant, HORNIBROOK NGI Limited, Lae, Morobe Province
Responsibilities:

· Perform general office duties, including answering multi-line phone system, routing calls, delivering messages to staff and greeting visitors.
· Executed record filing system to improve document organization and management.
· Work closely with the human resource department, arrange meetings, scheduling interviews, keep meeting minutes etc..
November/2010� March/2012
Allocation Clerk, Seeto Kui Group of Companies, Lae, Morobe Province
Responsibilities:

· Allocate branch purchase and credit receipts into their respective branch accounts
· Daily reconcilation of purchase receipts



	EDUCATION


	March 2019-October 2019
Certificate 4 in Human Resource Management, Institute of Business Studies TVET College
2008- 2010
Bachelor of Arts, Journalism, University of Papua New Guinea (incomplete) due to financial constraints.
2004-2007
Lae Secondary School, grade 12, higher school Certificate attained



	ADDITIONAL

SKILLS 
	· Microsoft Office package: Microsoft Word, Excel, Access etc...

· Multi-line phone proficiency

· Customer and client relations

· Travel planning

· Account reconciliation

· Organizational, filing and data archiving

· Office administration and administrative support

· Report writing

· Fluent English and Pidgin comprehensive skills

· Speak and write fluently in both English and Pidgin




	REFERENCES 
	References available on request


[image: image1.png]


