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Boniface Jonas

126, Ogunlana Drive, Surulere, Lagos

Tel: 0803-404-1358

Email: bonifacejonas@netscape.net
Application for Post of Executive Secretarial Assistant, ref.: JL103
CURRICULUM VITAE

a) Personal Data

Place of birth:
Isuochi, Abia State

LGA of origin:
Umunneochi

State of origin:
Abia 
Nationality:
Nigerian

Marital status:
Married with 2 children

b) Training & Educational Institutions Attended with Dates

· Positive Image of London




2002

· Centre for Management Development, Lagos

1999
· Abia State University, Uturu, Abia State


1988 - 1993

· Nigerian French Language Village, Badagry, Lagos

1992

· Obinolu Secondary Technical School, Ngodo, Isuochi
1981 – 1986

c) Academic Qualifications Obtained with Dates 

· Certificate on Management Workshop for Secretaries and P.As          1999
· Bachelor of Arts (B.A.)  - Translation & Conference Interpreting 
1993

· General Certificate of Education (G.C.E.)



1986

d) Workshops/Seminars Delivered/Attended with Dates and Organisers

1. November 2002, Positive Image of London

Attended a workshop, the Professional Excellence for Secretaries 

2. July 27, 2002,  & March 22 and April 5, 2003, Justice Development and Peace Commission (JDPC) Lagos

Attended the Workshop on Election Monitoring in Lagos

3. December 19, 2001, Microsoft Nigeria

Attended the Microsoft Partners briefing on Windows XP and Office XP at the Ocean View Restaurant, Victoria Island, Lagos

4. June 30, 2001, Microsoft/NIIT Lagos

Attended the seminar on mCommerce Solutions at NIIT Surulere Lagos

5. December 2000, Information Technology Association of Nigeria (ITAN)

Participated in the ITAN Workshop on Website Design, Development and Hosting at the Centre for Women Development, Abuja.

6. December 2000, Information Technology Association of Nigeria (ITAN)

Attended the ITAN 2000 at Abuja, comprising IT conferences, exhibitions and workshops, with theme as Deploying IT in National Development - Imperatives for e-governance, e-business and e-everything, with presentations from IBM, Microsoft, Compaq, EEIG, Obafemi Awolowo University. 

7. Dec. 11, 1999, Abia State University Catholic Alumni Association - Lagos Chapter
Delivered a paper titled ‘Time management for the performance of ones increasing responsibilities’ during the end of year party  at Anthony Village, Lagos
8. 1998 to 2000, New Covenant Church, Ikoyi

Was attending the Management Seminar Series - Facilitator - Dr. Christopher Kolade at Ikoyi Hotel.

e. Published and Web-hosted Articles

1. 'The Nigerian World in French - a review of Dr. V. E. Obinna's Nigeria: le silence  

du tonnerre africain', Sunday Statesman, November 3, 1991

2. 'The campus on hills', The Statesman, October 8, 1990, p.4

3. 'French language and Nigeria', The Statesman, May 24, 1990

4. 'Badagry: un musée', l'écho du village, March 1992, p.20

5. 'Development and man', The Statesman, July 7, 1990

6. 'Exploring WordPerfect and Word in text processing', Thisday, April 2, 1997, p.22

7. 'Towards a knowledge-based society' (Cover Story), "Psychology News", Vol.1 No.2 2001,.

8. 'Towards a knowledge-based society' (continued), "Psychology News", Vol.1 No.3 2001, pp.7,8,47.

9. 'Home Childbirth: A Triumph of Faith and Knowledge', http://ucbirth.com/boniface.htm and in The New Nativity II, Spring 2002 Issue #30, pp. 3-6.

(g) Computer Packages Handled:

i. Operating systems
MS Windows 98, MS Windows 2000 professional

ii. Word-processing 
MS Word 2000

iii. Spreadsheet

MS Excel 2000

iv. Presentation

MS PowerPoint 2000

v. Desktop publishing
Adobe PageMaker 6.5, MS Word 2000

vi. Graphics

CorelDRAW 9

vii. Internet 

MS Internet Explorer

viii. Translation 

Globalink Language Assistant Deluxe

ix. Web site building
HTML, MS FrontPage 2000, MS Office 2000

h) Working Experience with Dates, Position and Duties

1996 TO DATE

SYSTEMTECH SERVICES LIMITED, LAGOS

SECRETARY

Duties: 

· Document processing - text documents, spreadsheets, presentations, drawings and illustrations;

· Meetings - regular general & management meetings: agenda, seating, minuting and decisions follow-up;

· Communication: regular/routine written (memo, letters, emails) to staff and local/international clients 

· Filing and documentation of company reference files and documents, including hard and electronic (computer) copies;

· Plastic (PVC) staff/visitor's ID cards – Design, Printing - 50 for Company, 850 for WAMCO PLC, 15 for Acen Insurance, design for Cadbury, Union Homes Savings and Loans Ltd, Niger Insurance PLC., Guinness Nigeria PLC.

· Training - regularly/occasionally to clients and new Company staff on computer operating system, plastic identity card design and printing, and office packages - 4 in MC&A, 9 in WAMCO, 2 in Union Homes Savings and Loans Ltd, in Fotofab, Shelter Rights, Amody International

· Management  - inter branch, integrated cross-functional (administration, engineering, marketing & accounting) and intra-staff duties (upward/channel of communication);

· Public relations: attending to visiting public, suppliers, customers and institutions;

· Dictation taking to produce business/office correspondence - edited by me but in conjunction with boss;

· Translation - Business and general documents from French to English and vice versa;

i) Languages:

* English: Speak, write and read

* French: Speak, write and read

* Igbo: Speak, write and read

j) Hobbies:

Writing, reading, e-evangelism

k) Memberships:

1) Member, Justice Development and Peace Commission (JDPC)

2) Member, Chartered Institute of Bankers of Nigeria (CIBN)

3) Member, Abia State University Catholic Alumni Association, Lagos Chapter

4) Member, Teaching Ministry, Catholic Charismatic Renewal

l) National/Community Service with Dates

1) Domestic observer, National Elections April/May 2003

2) Secretary, Isuochi Development Union, Lagos Branch from 1998 to 2000

3) Secretary, Ngodo Town Development Union, Lagos Branch from 1997 to 2000

4) Participated in the National Youth Service Corps (NYSC) 1994/95 in Osun State.

5) Participated as Enumerator in the National Population Commission Census 1991.

� INCLUDEPICTURE "C:\\Documents and Settings\\SECRETARY\\My Documents\\My Pictures\\Bon.jpg" \* MERGEFORMATINET ���








PAGE  
2
Curriculum Vitae of Boniface Jonas 


