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	Objective
	
	I am a confident gentleman with the ability to work individually or as part of a team. My objective is to maximize my potential and to help in the development and success of the organization.

	WORKING Experience
	
	assistant registrar (faculty officer)

JUNE 2020- DATE

JUNIOR ASSISTANT REGISTRAR (FACULTY OFFICER)
JUNE 2019- JUNE 2020
-Overseeing the administrative duties of the School.

-Responsible for the co-ordination of all activities of the School.

-Implementing all policies and decisions of the School Board.

-Managing and supervising the work of all non-teaching staff of the School
-Act as the Secretary to the School Board and ensure efficient administration and servicing of other School Committees.

- Undertake any other task as may be assigned from time to time by the Dean, registrar or any other person authorized to do so.

SENIOR ADMINISTRATIVE OFFICER

September 2010-JUNE 2018
-Assisting the Executive Secretary of VCG in the writing of reports and minutes of the Vice Chancellors Ghana and any committee set up by the VCG.

-Keeping Accurate records and correspondence to and from the Vice Chancellors Ghana Secretariat.

-Receive, process and dispatch all letters to and from the Vice Chancellors Ghana Secretariat.

-Keeping accurate records in respect of the Merchant Bank/VCG car loan scheme and produce statements at the press of the bottom upon request.

-Assisting the Executive Secretary and Administrative and Accounts Officer in the day to day running of the VCG Secretariat.

-Liaise with the Guest Centers of the public Universities to ensure that all correspondences has been received to and from the VCG Secretariat
investigative officer (chraj)

October 2009-August 2010
-Investigate complaints from complainants and submit report to the municipal Director 

-Write statements for complainants.

-Liaise with the Director to resolve complaints submitted to the commission.

-Engage in educational programs in the first and second cycle schools by establishing Human right clubs in the schools.

	          
	EDUCATION:
	 CHARETERED INSTITUTE OF ADIMISTRATORS AND MANAGEMENT CONSULANTS.

-Chartered Professional Administrators (2020)
UNIVERSITY OF CAPE COAST. M.A HUMAN RESOURCE MANAGEMENT (2015)
      COURSES

-Principles of Human Resource Management

-Advanced Research Methods

-Statistics

-Strategic Management

-Computing (SPSS)

-Financial Statement Analysis

-Labour Relations

university of ghana b.a sociology (degree)

           COURSES

-Social Psychology

-Penology

-Industrial Sociology
university of ghana office management (certificate)
        COURSES

-Management

-Record keeping

	Skills & Abilities
	
	Highly Computer Literate 
Attention to details

Good human relations and respect for authority

Honesty

Ability to work with teams

Drive and Initiative

	Communication
	
	Good communication and writing skills

	Leadership
	
	Mentor

Deacon



	LANGUAGES
	
	English

Fante

Twi
Ga

	HOBBIES
	
	Reading

Writing

Driving

	conferences/workshops

Committees/ boards
Papers, memoranda, reports.
SPONSORSHIP                                    
References
	
	· Association of Commonwealth Universities Annual Conference 2015.

·  Higher Education Conference 2017

· Seminar for Registrars of Public Universities (Legon) (2018)
· Seminar for Staff of School of Natural Resources Staff (2018)
· 4 days workshop for Administrative Staff Training at the KNUST (2019)
· Leadership Training organized for Heads of Unit of the University of Energy and Natural Resources. (2019)
· Circle Institutional Strengthening Program for Administrative Staff on Career Development and Mentoring. (2019)
· Seminar for Assistant Registrars by KNUST at TYCO. (2019)
· Dissemination of Ghana Higher Education Transnational Education (TNE) and Partnerships Partnership Landscape Report (2019)
· Secretary, School of Natural Resources Board

· Secretary, School Appointment and Promotions sub- Committee
· Secretary, Board of Survey

· Secretary, Investigative Committee on Benjamin Ofoe
· Member, Security and Safety Committee

· Chairman, Cyber Security SUB-Committee 

· Secretary, Restructuring of Natural Resource Diploma Program

· Secretary, 4th years weekend program for Natural Resources

· Co-opted Member 7th Matriculation Committee
· Co-opted Member, 4th Congregation Committee

· Co-opted Member 1st Special Congregation and 8th Matriculation Committee

· Member, Committee that drafted criteria for assessing various awards of the Registrars Offices Staff.

· Member, Awards and Dinner Committee, Registrars Offices Welfare Scheme.

· Member, Construction of student’s hostel, technical committee

· Member, GAUA Committee to review criteria for appointments and Promotions for Senior Members.

Aidoo Charles K. 2018. The Need for Administrative Manual for all Heads of Departments.
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Aidoo Charles K. 2018. Augustine Amura, Nyarko Boateng Cyber Security threats facing the University.

 Aidoo Charles K. 2018. Reorganizing and Restructuring the Records and Filing System of the School of Natural Resources.
Aidoo Charles K. 2018., Twumasi- Ankrah D, Abeam Takyi D. Reservations on the Proposed Criteria of Appointment for Senior Members (Non- Teaching)

Aidoo Charles K, 2019. Making the University Clinic-A Centre of excellence.

Aidoo Charles Kojo, Eric A, 2019, Setting up Registrars review committee.

SECURED SPONSORHIP FROM GUILHALL SCHOOL OF MUSIC & DRAMA worth £65, 00 pounds  FOR 
1. 120 ASSORTED UNITS OF USED COMPUTERS, CPU AND PARTS

2. 4 SMART BOARDS

3. 2 UNCONFIGURED SERVERS

4. 4 BOXES OF BOOKS IN LAW AND SOCIAL SCIENCES

Dr. MRS. MERCY A. DERKYI
Dean School of Natural Resources UENR
0242186155
Prof. SIMON ABUGRE

HoD Forest Science

UENR

Mr. Solomon panford ESQ
Registrar UENR
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