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Project/Office Assistant - Netherlands-African Business Council
Responsibilities: order office supplies, maintain database, organize events & meetings, handle mail, filing, manage the phone, receive guests, maintain office, research and compile information, design business cards, assist with logistics for incoming delegation from Ghana & Kenya, represent NABC during events & answer enquiries about NABC etc.
Blogger - WerkCafe Den Haag
Responsibilities: Write blogs, organize  & assist at workshops



Pamela Nde
27•12•’82

“Cultured, passionate and determined”


About me
A good team player and excellent communications skills are some of my known qualities. I function per- fectly in an international, inter- cultural environment. By nature, I am a welcoming individual with a service oriented character. With a multicultural background and high social skills, I can easily work with people from various cultures and background. I am respectful and follow directions easily. Currently, I am searching for a job as an Administrative Assistant in an inter- national organization.
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Administrative Assistant  - Lectureship of International Peace, Justice & Security
Responsibilities: Desk research, administrative work, academic report writing, proof reading reports etc.

Marketing & Communication Assistant - International Institute of Social Studies
Responsibilities: Maintained and updated social network sites, organize confer- ences and meetings (10-30 people), organize information packages for fairs, maintained database, managed office supplies, facilitated internal administrative

Administration Assistant - Gender Concerns International
Responsibilities: Organize meetings/events (5-300) people, process travel claims, purchase and maintain office supplies, arranged travel and accom- modations (20 people), receive guests etc.
Commercial Assistant - Channel For International

Responsibilities: Acquisition of new clients, online search for hard to find aircraft parts, achieved sales targets, sales and order manage- ment, follow up delivery etc.

Hostess—The Royal Air force (Koninklijke Luchtmacht)

[bookmark: _GoBack][image: ]Responsibilities: Order beverages and refreshments, organize confer- ence/meetings (5-50 people), organize meals, food quality control and room preparation.





ngumnde@gmail.com
+31684508836

‘12-’15	The Hague University of Applied Sciences
Degree: Bachelor in European Studies
Major: Project Management , Research & Languages
Minor: Journalism

Guntersteinweg 71 ,

[image: ]linkedin.com/in/pamelande
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Mondrian, The Hague

[image: ][image: ][image: ][image: ]Degree: Associate degree as Marketing and Communications AssistantConscientious
Organizing and Planning
(Intercultural) Communication
Teamwork
Loyal
Respectful
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Google+
Social Media
Audacity
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