DIVINE NYEN ENYA
Ikot Ansa, Calabar, Cross River State
Phone: 09066260787
Email: divinenyenenya@gmail.com
PROFESSIONAL SUMMARY
A motivated and detail-oriented graduate with a Bachelor of Science (B.Sc.) in Forestry and Wildlife Resources Management from the University of Calabar. Possesses strong organizational, administrative and communication skills, with practical experience in data computation and record management. Proficient in Microsoft Office applications, data entry, filing systems, email management and customer support. A quick learner with excellent time-management abilities, seeking an Office Assistant position to contribute effectively to organizational operations while gaining valuable professional experience.
EDUCATION
Bachelor of Science (B.Sc.) in Forestry and Wildlife Resources Management
University of Calabar (UNICAL), Calabar, Nigeria
Graduated: 2025
WORK EXPERIENCE
Data Computation Assistant
Delight Enterprises | 2023 – 2024
Entered, processed and maintained data records accurately.
Organized and updated company information and files.
Assisted in preparing reports and compiling data for management use.
Verified data accuracy and corrected errors where necessary.
Supported daily administrative and office operations.
Maintained confidentiality of company records and information.
SKILLS
Microsoft Word
Microsoft Excel
Microsoft PowerPoint
Data Entry and Data Management
Filing and Record Keeping
Email and Internet Management
Customer Service
Written and Verbal Communication
Time Management
Organizational Skills
Attention to Detail
Teamwork and Collaboration
Problem Solving
PERSONAL ATTRIBUTES
Professional and reliable
Quick learner
Adaptable and resourceful
Strong work ethic
Able to work independently and as part of a team
Excellent interpersonal skills
REFERENCES
Available upon request.
