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ABOUT ME

Dedicated and organised admin professional with strong computer literacy, communication, data

capturing, filing, and office administration skills. Able to manage documents, assist clients, sc

EDUCATION

ul | 2021

degree

WORK EXPERIENCE

January 2023 – December 2025

Performed general office administration duties including filing, data capturing, answering calls, responding to emails, preparing documents, scheduling meetings, assisting clients, maintaining records, and supporting daily office operations.

Reason for Leaving: Career grow

SKILLS

•  Computer literacy •  Microsoft Office skills •  data capturing

•  filing and record keeping •  email communication •  telephone communication


