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PROFILE SUMMARY 

Dynamic Project Assistant with expertise in delivering high quality project through project management principles, research and data management in a dynamic environment where professionalism is a core value. Extensive experience working with the elderly and people living with mental health challenges in the healthcare industry. Proficient in utilizing Microsoft Office software applications to develop reports and maintain patient database with utmost confidentiality. Exceptional written and verbal communication skills for interacting with diverse team members. 

PROFESSIONAL EXPERIENCE

Research Assistant             Foundation Rwanda, New York       January 2023 – April 2023

· Provided research on 7 successful NFT charity projects to support mental health counselling for Rwandan youths.
· Fostered teamwork to deliver implementation strategies for launching NFT fundraiser projects. 
· Delivered a successful outcome by exceeding the expectations of sponsors. 
· Managed project scope by ensuring that project deliverables exceeded stakeholders' expectations.

Project Officer	     RCCG Whitby, Ontario			 July 2022 – Dec. 2022

· Identified and managed project resources for Summer event and Christmas party
· Communicated effectively with all stakeholders, including project team members, clients, vendors, and management.
· Coordinated internal resources and third-party vendors for the smooth execution of projects.
· Supported the management of project budgets and ensured that project costs were kept within budget during procurement of supplies.





Project Coordinator	ProHealth HMO, Nigeria	 July 2021 – June 2022

· Supported the project manager in the creation of project documentation such as meeting minutes, project status reports and project closeout reports.
· Maintained comprehensive project documentation, communicated with the team members, and worked with minimal supervision.
· Achieved 95% success rate in the management of financial records and payment reconciliation from hospital bills accumulated during COVID-19 pandemic.
· Maintained billing records and patient database in an organised manner that ensured future reference.

Project Assistant      Clinton Health Access Initiative, Nigeria     Oct. 2020 – June 2021

· Ensured the accuracy and integrity of the data generated during the execution phase.
· Identified potential risks and developed implementation strategies to ensure successful completion of immunization project.
· Facilitated effective communication and collaboration with stakeholders such as health care organizations, community organizations and grassroot leaders.
· Assisted in implementing quality assurance measures to ensure that project activities align with Project Scope statement.

Program Assistant 	Centre for Health and Development, Nigeria	 Sept. 2017 – Sept. 2020 

· Participated in research activities by gathering data to identify areas of improvement in projects.
· Developed presentations, proposals, and concept notes for health-based projects.
· Provided support to project team members by ensuring they had relevant skills and knowledge for assigned tasks.
· Developed and updated project documentation including standard ethical procedures and guidelines for successful project outcomes. 

Team Lead	WHO vs Unilever Oral Health School Program, Nigeria     Jan. 2016 – August 2017
· Supervised a team of educators to implement strategic plans for the oral health school programs in alignment with the World Health Organization (WHO) standard across 70 primary schools.
· Conducted regular team meetings. 
· Established and maintained relationships with stakeholders to foster engagement and effective collaboration. 
· Monitored activities of the intervention program, evaluated the outcome and assessed its impact on families.
EDUCATION AND TRAINING

Project Management (Graduate Certificate), Durham College, Oshawa Canada   		2023	
Ontario Worker Health and Safety Awareness (OHSA) 		             			2022 


Workplace Hazardous Materials Information System (WHMIS 2015)                                 2022


Master’s in Public Health, University of Port Harcourt, Nigeria 				2019
(Accessed as equivalent to a Master’s degree in Canada by WES)

Certificate of training in Project Management			             2016
Davton Learn Concepts Nigeria                                                                         	
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