Chinedu Yusuf
Personal Assistant
Lekki, Lagos · 0800 000 0090 · chinedu.yusuf@email.com · linkedin.com/in/chinedu-yusuf
PROFESSIONAL SUMMARY
Discreet and efficient personal assistant with 6 years of experience supporting senior executives.
KEY SKILLS
•	Diary management
•	Travel planning
•	Correspondence
•	Meeting coordination
•	Confidentiality
•	Microsoft Office
WORK EXPERIENCE
Personal Assistant, Greenfield Consolidated Ltd, Lagos · 2023 to Date
•	Manage the diary, emails and calls of the chief executive
•	Plan local and foreign trips, visas and hotels
•	Prepare letters, reports and presentations
Secretary, Silverleaf Partners Ltd, Lagos · 2020 to 2023
•	Organised board and management meetings
•	Took and shared minutes and action points
•	Handled personal errands and payments
EDUCATION
B.A. English
University of Nigeria, Nsukka · 2019
Government Secondary School, Lagos · WAEC/SSCE · 2014
CERTIFICATIONS
•	Executive Assistant certificate
PERSONAL DETAILS
Languages: English, Yoruba, Hausa · NYSC: Completed 2020
REFEREES
Available on request.
