PHYLLIS PAMPOE



Postal Address: P. O. Box GP 21688
Phone number: +233203044875
Email address: Phyllispampoe@gmail.com
EDUCATION
Crown Prince Academy: B.EC.E (2008)
St Mary’s Senior High School, Accra: General Acts, W.A.S.S.C.E (2008-2012)
University of Ghana: B.A. French and Linguistics (2012-2017)

PERSONAL PROFILE
[bookmark: _GoBack]I am an energetic, motivated and ambitious lady with a strong commitment towards working to achieve the best in every setting I find myself. A free spirited individual, with the professional goal of combining knowledge of Languages with the skills I possess to gain great results in my career path.
CERTIFICATION
Bachelor of Arts (B.A) in French and Linguistics (Second Class Upper) – 2017
Diplome d’Etudes en Langue Francaise: Delf (B2 Proficiency) - 2016	

WORK experience 
Burma Camp, Naval Headquarters, (National Service)
September 2017- To Date
Personal Assistant (Trainee)

· Answering calls competently, planning and organizing meetings
· Sourcing and ordering stationary and office equipment
· Maintaining documents for easy retrieval
· Updating records of Naval Personnel. 

Social Security and National Insurance Trust (SSNIT), Head Office 
July 2015 – September, 2015 
Data Entry Personnel (Intern)
	
· Recording and updating records of Social Security contributors.
· Ensuring that information and details of Social Security contributors are kept discreet and intact.      
· Performing general office and administrative duties.

Social Security and National Insurance Trust (SSNIT), Achimota Branch
July 2014 – September 2014
Data Entry Personnel (Intern)	
· Transferring offline information of SSNIT contributors unto an online verification system as part of SSNIT’s OBS Project.
· Scanning of Information and Data Entry.
.
eXTRA CURRICULAR ACTIVITIES
University of Ghana, Elizabeth Frances Sey Hall,
July 2014 –September 2015
Junior Common Room Clerk

Pentecost Students and Associates (Pensa)
January 2013 – December 2015
Floor Representative

University of Ghana Elizabeth Sey Foundation, 
September 2015 – December 2015
Member


Skills 
· Professional translation from French to English and vice versa.
· Proficient in Microsoft Word, Microsoft PowerPoint and Microsoft Excel
· Good communicator and valuable team member
· Ability to learn new skills within short periods of time.
AWARDS
St Mary’s Senior High School,
Best Student in Christian Religious Studies – 2010, 2012
St Mary’s Senior High School,
Best Student in French - 2011


Referees

Captain (GN) Arhen
Director Naval Administration
Naval Headquarters
Ghana Armed Forces (Burma Camp)
maxarhen@yahoo.co.uk
TEL: +233547781929

Priscilla Vanderpuye-Orgle
Managing Director
Safe Trip Limited
Accra-Ghana
TEL: +233244614582
privanorg@yahoo.com

Nii Adja Schandorf
Data Analyst
Social Security and National Insurance Trust
Accra-Ghana
kniischandorf@yahoo.com
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