
ANTWIAGYEIKUFUOR

Email:kufuorantwiagyei@gmail.com
Box182Nkawie-Ashanti(Ghana)
MobilePhoneNo:0242680985

PROFILE

Welleducatedandcommittedtothehighestpossibleprofessionaland
ethicalstandards.Possessesgoodinter–personalskillsandexcels
withinhighlycompetitiveenvironments.Atruthful,industriousandgood
team playerwhoisabletoworkeffectively.

SKILLS

 JudgmentandDecisionMaking
 Mathematics
 PersonnelandHumanResources
 EducationandTraining
 EconomicsandAccounting
 ManagementofMaterialResources
 ProductionandProcessing
 ReadingComprehension

EXPERIENCE
LIFEGROWTHCOMPANYLIMITEDABUAKWA,ASHANTI
C.E.OANDGENERALMANAGER,Nov2017-Present
 Setsstrategiesandplansforthecompany
 Thecompanyisgenerallyundermymanagement.

THEGLORYTEMPLEINTERNATIONALATWIMAKOFORIDUA,ASHANTI

PERSONALASSISTANT/SECRETARY/FINANCEMANAGER,Jun2011-Jun2018

Usecomputersforvariousapplications,suchasdatabasemanagementorword
processing.

 Perform payrollfunctions,suchasmaintainingtimekeepinginformationand
processingandsubmittingpayroll.

 Answertelephonesandgiveinformationtocallers,takemessages,ortransfer
callstoappropriateindividuals.

 Collectanddepositmoneyintoaccounts,disbursefundsfrom cashaccountsto
paybillsorinvoices,keeprecordsofcollectionsanddisbursements,andensure
accountsarebalanced.

 Create,maintain,andenterinformationintodatabases.
 Setupandmanagepaperorelectronicfilingsystems,recordinginformation,

updatingpaperwork,ormaintainingdocuments,suchasattendancerecords,
correspondence,orothermaterial.

 Clerical
 EnglishLanguage
 Writing
 ActiveListening
 CustomerandPersonal

Service
 TimeManagement
 Speaking
 ComputersandElectronics



 Scheduleandconfirm appointmentsforclients,customers,orsupervisors.
 Arrangeconference,meeting,ortravelreservationsforofficepersonnel.
 Manageprojectsorcontributetocommitteeorteam work.

JUNIORCHAMBERINTERNATIONAL-ATWIMACHAPTERNKAWIE,ASHANTI
FOUNDERANDPRESIDENT,Jan2010-Jan2011
 Arrangeconference,meeting,ortravelreservationsforofficepersonnel.
 Manageprojectsorcontributetocommitteeorteam work.

TOASESENIORHIGHSCHOOLToase,AshantiRegion
TEACHER,May2009-Aug2009
 Instructthroughlectures,discussions,anddemonstrationsinoneormoresubjects,suchas

English,mathematics,orsocialstudies.
 Establishclearobjectivesforalllessons,units,andprojectsandco.

ATWIMAMPONUARURALBANKHeadOfficeToase,AshantiRegion
ATTACHMENT,May2008-Aug2008
 Studyworkorders,instructions,formulas,andprocessingchartstodeterminespecifications

andsequenceofoperations.
 Count,sort,andweighprocesseditems.

AKUAFOADAMFOMARKETINGCO.LTD.Bibiani,WesternRegion

PURCHASINGCLERK,Jan2005-Aug2006
 PURCHASINGCOCOAFROM FARMERS
 Perform buyingdutieswhennecessary.

EDUCATION

UniversityOfCapeCoastCapeCoast,Central

 BachelorofArts-Businessmanagement2011

CharteredInstituteofBankers–GhanaAccra,GreaterAccraRegion

 AssociateofArts-professionalBankerOct2007

ToaseSeniorHighSchoolToase,AshantiRegion

 HighSchoolDiplomaJun2005

Juniorchamberinternational(jci)
Certifiedtrainer

CAREEROBJECTIVE

Toexecutetheknowledgeandinformationintoworkandachievesuccess

bymakingeffortstotakethecompanytogreatheights.Itshouldallowme

toutilizeknowledgeandskillsinthebestpossiblewayandshouldprovide



anopportunitytogrowwhilecontributingtowardsorganizationalgrowth.


