	
	REBECCA LINDA SEWEEY
 
Mobile: +233540870710, +233209535444. E-mail: rebeccal.seweey@gmail.com

Gender :  Female

Religion : Christian

Nationality : Ghanaian 


	EDUCATIONAL
BACKGROUND








WORK
EXPERIENCE


	Bachelor of Science (BSc) Degree in Business Administration (Marketing Option),  Pentecost University College, 2006–2010
Senior School Certificate, Gloryland International College (Nigeria, Lagos), 2002–    2005       





SENIOR INVESTMENT EXECUTIVE:
HMI Management Services LTD, Accra 
From march 2015 to present.
· Selling investment product 
· Responsible for the day to day management of the Investment Section.
· Attend the Investment Committee and report on all investment matters and to provide management information as required


TEACHING / NURSERY SCHOOL FOR SPECIAL KIDS (VOLUNTARY SERVICE)
Johannesburg, South Africa November 3rd to 28th November 2014
· Providing secretarial and clerical support for the school along with resolving operational issues
· Performing bookkeeping and accounting duties where necessary

BANCASSURANCE / CUSTOMER SERVICE:  Glico General Insurance Company Limited / Cal Bank Limited, Accra. January 13th  2014 to present
· Selling both insurance and bank product.
· Client services 

   
TRAINING: Chiropractic and Wellness Center 
Marketing chiropractic examiner / Doctor’s assistance. October 14th 2013 – November 8th 2013
Training on how the Spain works, healing without using medicine and how adjustment can correct every subluxation 



Credit Officer, BIK Micro Finance Company Limited, Accra, October 
2011- September 2012  (Contract)
· Assessed the credit- worthiness of clients 
· Conducted investigation on residence of clients 
· Followed up on clients to recover debts 
· Managed client records



Customer Service/ Assistant Credit Officer (National Service), Christian Mothers Association Savings and Credit Scheme, Sunyani, October 2010- August 2011 

CUSTOMER SERVICE
· Ensured that visitors’ enquiries are dealt with promptly
· Performed secretarial duties such as taking minutes, typing             correspondence, making and receiving official calls, photocopying, filing of documents, data entering and assisting in organizing meetings and seminars

ASSISTANT CREDIT OFFICER
· Audited returns at the end of the day    
· Created database for easy tracking  
· Entered Data 
· Handled payments and end-of-day cash balancing
· Tracked savings history


Administrator,  Envi- Logica Consult, Tema,  May 2008 – August 2008 
· Taking initiative to solve the problems
· Providing information and assistance to staff and visitors     
· Advised customers on company products
· Called prospective customers on behalf of the company 
· Conducted internet- based research
· Ensured staff get access to relevant information 
· Performed Clerical duties
· Typed documents

	

LEADERSHIP EXPEREINECE









SKILLS AND ABILITIES 

	
 
 Sports And Entertainments President, Pentecost University College (Yeboah Hall), 2008- 2009
 
 Secretary, Golden Star Club, 2007- 2008

Church children’s teacher (Sunday school teacher), 2003- 2006
 
 Food and Nutrition Prefect, Gloryland International College, 2004- 2005


· Able to prioritize workload and work effectively under pressure
· Always ready and enthusiastic to learn new things
· Analytical skills
· Effectively handling high volume of work 
· Excellent customer service skills
· Good communication and interpersonal skills	
· Meeting deadlines 
· Persuading, influencing and negotiating skills
· Striving for excellence



	INTERESTS
	· Listening to music
· Meeting people and making friends
· Playing football
· Reading 
· Watching movies


	

	
COMPUTER SKILLS 





REFERENCES

	
· Word
· Excel
· PowerPoint
· Access



Available on request  
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