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	BIO DATA

	SURNAME

FORENAME(S)

DATE OF BIRTH

NATIONALITY

GENDER

MARITAL STATUS

CHILDREN

CONTACT DETAILS
	[bookmark: _GoBack]Cheelo

Melissa

10 June 1991

Zambian, NRC 123456/11/1

Female

Married

Three

Plot 1, Independence Avenue Lusaka; 
Tel: 097-1234567, 096-1234567 (WhatsApp) 
Email: mcheelo@somedomain.co.zm




	SKILLS & KEY COMPETENCIES

	· Strong leadership skills
· Good communication skills
· Strong team player
· Easily adapt to change and keen to learn and share knowledge
· Honest and dependable
· Able to work well under pressure with minimum supervision
· Good command of English both written and spoken
· Computer literate and can use programs like Excel, PowerPoint, Ms Word and Internet
· Good report writing and presentation skills




	PROFESSIONAL QUALIFICATIONS

	2021: CIMA
2016: BA in Business Administration – Zambia Institute of Business College, Lusaka
2012: Diploma in Banking – Banking College, Lusaka.
2010: Certificate in Marketing – Marketing College, Lusaka




	ACADEMIC HISTORY

	2009: GCSE O-Levels – Kabulonga Girls Secondary School, Lusaka





	
EMPLOYMENT HISTORY

	Zambia Company
2018 to 2021
Assistant Accounts Officer

· Assistant to the Accounts officer
· Preparing and balancing cash book
· Preparing and updating the books of accounts
· Preparing Bank reconciliation statements 
· Making cash and cheque deposits
· Preparing weekly and monthly returns for the chief of accounts

The Money Company Zambia
2016 to June 2018. 
Accounts Relationship Officer

· Assessing small to medium enterprise business that need funding.
· Maintaining and monitoring the performance of Loan portfolio for SMEs
· Marketing of products and creating cordial relationships with existing and prospective clients
· Preparing packages for loans which are: Profit and Loss statements, the balance sheet, liquidity ratios, social analysis, cash book etc for disbursement.




	TRAINING

	Attended various in-house workshops and training programs covering, customer service, Anti-money laundering, Fraud prevention and branch operations.




	OTHER DETAILS

	Notable Achievements: Was best sales agent at Zambia Company for 2 years.

Languages Spoken: English, Bemba and Nyanja.

Hobbies: Reading, cooking, gardening, listening to music.
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