
Damilola Adeyemi
Secretary

Wuse II, Abuja · 0800 000 6780 · damilola.adeyemi@email.com · linkedin.com/in/damilola-adeyemi

PROFESSIONAL SUMMARY

Experienced secretary with 7 years of experience in typing, records, correspondence and meeting support.

KEY SKILLS

• Typing (60 wpm)

• Correspondence

• Filing and records

• Minute taking

• Diary management

• Microsoft Office

WORK EXPERIENCE

Secretary, Silverleaf Partners Ltd, Abuja · 2023 to Date
• Type letters, memos and reports for the department

• Take minutes at meetings and share action points

• Keep files and records in order, paper and electronic

Typist, Brightwave Services Ltd, Abuja · 2019 to 2023
• Answered calls and handled visitors

• Booked appointments and meetings

• Ordered office supplies

EDUCATION

HND Office Technology and Management
Covenant University, Ota · 2018

Government Secondary School, Abuja · WAEC/SSCE · 2013

CERTIFICATIONS

• Member, Institute of Certified Secretaries

PERSONAL DETAILS

Languages: English, Yoruba, Hausa · NYSC: Completed 2019

REFEREES

Available on request.

Free sample from omadaily.com. Edit it to fit your own experience.


