
CURRICULUM VITAE

SURNAME:                              

OGU  JUSTIN.CHINEDU
DATE OF BIRTH:                     

27TH MARCH 1974.
NATIONALITY:                     

NIGERIAN

STATE OF ORIGIN:                         
IMO STATE

LGA:                                              
ABOH MBAISE

GENDER:                                        
MALE

MARITAL STATUS:                       
MARRIED.

CONTACT OFFICE:                                FLAT 3 E CLOSE,FHA KUBWA

                                                                 ABUJA.






TEL NO:      




08023212213   ,  07063426833.

E-MAIL:      




edujustno@yahoo.com
  

Career Objective:
 My Career objectives are to provide efficient and effective Administrative and Logistic procedures based on transparency following the rule of human relation theory in administration and principle of accounting practice.

 

Educational Qualifications:
Federal Polytechnic Bida, Niger State                               Higher National Diploma,                                                                                              

                                                                                               Bus-ADMIN  1998                                                                                            

Kano State Polytechnic, Kano                                            OND                                    

                                                                                               Business Studies 1995

Community Sec. Sch. Isuawa, Enugu State                       GCE.
Chartered Institute of Purchasing London                         Level 4 Diploma Student.

Work Experience:
SEPT.2010 .                                BASE  LOGISTICIAN

                                                     MSF-FRANCE

                                                     JABI-ABUJA.
1 Responsible for the activities and equipment in the expert houses and Office

2 Maintaining and following up MSF’s equipment in log book .
3  Responsible for Inventory control and updating of emergency food box .
4  Managing and following up internal orders for the base.
5  Making radio contact with project sites and explore mission vehicles.

6 Preparation of duty roaster for drivers, watchman and arranging for daily workers ,preparing budget for my department.
 7 Making sure that mission vehicle particulars are updated and renew as at when due and registration of new vehicles.
8. Payment of utilities bills and preparing of insurance claim for any accidental mission vehicle.
 9.Responsible in getting accommmodation  and planning of events.

10. Fleet management, hotel booking arrangement ,visa followup.
March 2000 to 2010:

Standard Construction Company Ltd.
           



PLOT 766 MABUSHI, AFTER VIO OFFICE 

P. O. BOX 8156, WUSE, ABUJA FCT               

 

 ADMINISTRATIVE/ACCOUNT OFFICER
      .  Experience in working knowledge of employment regulations. 


· Keeping record of all insurance statement of staff records. 

· Update and maintain effective and efficient filling system for programs and administrative purposes including personnel and administrative files, edits reports, memos and outgoing mails, maintain confidentiality for sensitive human resources issues or projects and use a good sense of judgment to execute duties and responsibilities. 

Participate in recruitment and Staff appraisal, Coordinate program meetings and         execute tasks specify and plan activities for task accomplishment. 

· Project Planning and Procurement, Logistic and coordination of travel and accommodation booking arrangement and planning for events. 1999 – 2000      SCL (NYSC) ABUJA.                     




  National youth Service corps (NYSC):       
· Mandatory one-year National service.

· Accounts/Procurement officer.

     Preparing of analysis cash/petty book.

· Basic Administrative and Logistic Support

  1995-1996: 
Master Chemical Industries Ltd 





· Industrial attachment,  

· Logistic and supply Assistant.

TRAINING

HUMAN RESOURCES DEVLOPMENT CANADA.

NATIONAL OCCUPATIONAL CLASSIFICATION TRAINING 2006.

CIPS NIGERIA CONFERENCE NOV.2008

PROCUREMENT EXCELLENCE ACROSS THE GLOBE.
NIGERIA INSTITUTE OF MANAGEMENT 2009

FINAL STUDENT  MEMBER.

NEXT LEVEL PURCHASING MINI COURSE 2009

MANAGING SUPPLIER PERFORMANCE.

U.S. SMALL BUSINESS ADMINISTRATION 2009

CERT. OF COMPLETION ONLINE TRAINING

HOW TO WRITE A BUSINESS PLAN.

Academic Research Work:
Importance of Computer in government Establishment, A case Study of National Power Electric Authority 
 (1998-1999)

  

SKILLS, EXPREINCE&COMPETENCE:

· Ability to use MS Word, MS Excel and other workplace software. 

· Analytical and conceptual thinking skills. 

· Organization of work effectively to achieve results. Drive, tenacity, initiative and decision making capacity. 

· Ability to work effectively with others, supporting others, influencing others, inter – personal awareness, and effective communications/negotiation skills. 

· Ability to manage self, managing emotions and respect for others.

 

LANGUAGE SPOKEN:
Igbo English and Hausa

 

HOBBIES:              

Football, Reading &Traveling

REFEREES:

	DR. J. EVABOROKHAI
	MUSA MUSA
	ENGR. FRANCIS ODOH

	HEAD OF Dept.  Bida  Poly.
	MSF-FRANCE 
	PROJECT COOR, SCL.

	FED. POLYTECHNIC BIDA
	080362211514.
	STANDARD CONSTR LTD

	
	
	

	
	
	


 

  









