


My name is Raphael Ipalibo Gogo, a Citizen of the Federal Republic of Nigeria. I am an Office 

and Information Manager/Administrator by profession. I am a graduate with a Bachelor’s 

Degree in Office and Information Management, Faculty of Management Sciences, Rivers 

State University, Port Harcourt. More so, I possess other professional certifications which 

includes; Organizational Management, Human Resource Management, Virtual Assistant, 

Project Management, ICT Competence. I have worked as Head of Administration/Personal 

Assistant to the Managing Director at Noneldan Travels Limited, worked as an Administrative 

Manager at Fortrez Business and Marketing Solutions, and worked as an Office Assistant 

(Volunteer) at Rivers State University. 

 

However, as an administrative assistant, my personal statement revolves around my 

commitment to delivering exceptional support, my strong organizational skills, and my ability 

to thrive in a fast-paced and dynamic work environment. I am dedicated to providing efficient 

and effective administrative assistance to ensure the smooth operation of an office. With a 

meticulous attention to detail, I am proficient in managing multiple tasks simultaneously while 

maintaining accuracy and meeting deadlines. I have a proven track record of successfully 

coordinating schedules, organizing meetings, and handling correspondence with precision. 

 

I believe on my exceptional communication skills, both written and verbal. I excel at fostering 

positive relationships with colleagues, clients, and visitors, ensuring a professional and 

welcoming atmosphere. Whether it's answering phone calls, responding to emails, or greeting 

guests, I strive to provide excellent customer service and exceed expectations.  

 

I am a resourceful problem solver, capable of analyzing challenges and finding practical 

solutions. With strong critical thinking abilities, I can quickly adapt to new situations and 

prioritize tasks effectively. I am proficient in utilizing various software applications, including 

the Microsoft Office Suite, to streamline administrative processes and enhance productivity. 

 

Confidentiality is of utmost importance in my role as an administrative assistant. I understand 

the sensitive nature of the information I handle and maintain strict confidentiality and 

discretion at all times. Trustworthiness and integrity are the cornerstones of my work ethic.  

 

Interestingly, I am a collaborative team player, always ready to contribute my skills and 

knowledge to support the success of the team. I thrive in a fast-paced and dynamic 

environment, where I can utilize my organizational and multitasking abilities to maintain 

efficiency and contribute to the overall success of the organization. 



 

In encapsulation, as an administrative assistant, I bring a combination of strong organizational 

skills, effective communication, problem-solving abilities, and a commitment to excellence. I 

 

ensuring exceptional service and professionalism. 

am ready to contribute my skills and support the smooth functioning of the office while
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By the authority of the Board of 
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PROJECT MANAGEMENT PROFESSIONAL (PMP) 
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Awarded this day: 

20th October, 2020 
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