 
PERSONAL INFORMATION	NAME: STEPHEN GYAPONG
P. 0 BOX 449 EJISU KUMASI GHANA  

 +233544057060       
 Steveagenda1899@gmail.com
CAREER OBJECTIVE: Motivated to work in interesting challenging environment which have the tendency to facilitate career growth and development with full of opportunities.
WORK EXPERIENCE
Anita Hotel 2021 to present( Sale and Reservation Agent)

Proactively took guest reservations and was one of the top agents for adding services to each reservation.
Collaborated with marketing to devise special promotions that were used during non-peak periods.
Assisted in developing ideas for holiday promotions that increased reservations.
Acted as focal point of a team in charge of taking reservations for higher profile rooms.
Made outbound calls a few times a year to offer specials to regular guests.
Worked with management to smooth out the transition from one software platform to another.

Choice International Forwarding Company Ltd (Sales Manager) 01/06/2018 to 
30/05/2021(full time)
Planned, implemented, and managed individual marketing and sales plans.
Utilized human relations, communication, and negotiation skills to market and sell products. Responsible for identifying client needs while researching ways to improve the quality of their services. Devise marketing campaigns
Assist customers in a timely manner to avoid long waiting times. Calm frustrated or upset customers by providing excellent and friendly service.
 	 
RURAL TECHNOLOGY SERVICE CENTER (GRATIS FOUNDATION) (full time) 01/09/2015 -2018 full time UNDER MINISTRY OF TRADE AND INDUSTRIES MOTI) ASANTI MAMPONG DISRICT.
ASEMBLY (Administrative and Finance) - 01/11/2018 to present (full time)
Handling office task, such as filling, generating reports and presentations, setting up for meetings and reordering supplies.
Maintain accounts payable log and input data as it is received to keep up-to-date records of incoming payment.
Contact and interact with clients who have failed to make payments, providing reminders and maintaining client relationship.
Answer client inquiries and dispense advanced information about financing options accurately and quickly.
Manage payroll, keeping track of employee hours, overtime, and pay rates, entering information into spreadsheets, and creating reports for management.
Organize paychecks and distribute them via the delivery method employees have chosen.
  EDUCATION AND TRAINING
BSc Degree in Business Administration September 2011-2015
Kwame Nkrumah University of Science and Technology Specializing in Banking and Finance
	PERSONAL SKILLS
	

	Mother tongue(s)
	ASANTE TWI



	UNDERSTANDING 
	SPEAKING 
	WRITING 

	Listening 
	Reading 
	Spoken interaction 
	Spoken production 
	


Other language(s)
ENGLISH 
	Advanced	Advanced	Advanced	Advanced	Advanced

 
Communication skills	Possess an ability to learn new concepts quickly and adapt to positive change. Possess good communication skills in English with strong analytical skills. Strive on maintaining interpersonal relations with colleagues to enhanced effective teamwork to attain organizational goal. Excellent presentational skills with the use of power point.  
Sound ability to handle multiple tasks, set priorities and meet deadlines. 
Enthusiastic about working in different geographical locations
Computer skills; Proficient with Microsoft Office Word, Excel, PowerPoint, Outlook and data entry skills.
OTHER MERITS AND RECOGNITIONS 
Certificate of honor for active involvement as a member of the audit committee of Queens Elizabeth II Hall 2013/2014 academic year. 
Certificate of participation of Exit Strategy Summit, 2012 (theme. Student today, corporate leader tomorrow.)
Certificate of participation of Higher Life Summit, 2012(theme; Equipping Intellectuals to Soar unto Excellency)
Certificate of participation of Success Conference, 2012(theme: Empowering Visionary Leaders through Effective Mentoring and Motivation)

REFERENCES
                                                AVAILABLE ON REQUEST.
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