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PROFILE
A motivated and adaptable graduate with a strong academic and professional foundation in research, data analysis, administration, project support, communication and problem-solving. Experienced in working with data, preparing reports and professional documents, supporting projects and programmes, engaging with clients and stakeholders, and coordinating routine organizational activities. Proficient in Microsoft Office, SPSS, ArcGIS, QGIS, and Canva with the ability to quickly learn and apply new tools and processes. Highly organized, detail-oriented and dependable, with strong teamwork, communication and time-management skills. Brings a proactive approach to responsibilities and the ability to work effectively both independently and as part of a team across diverse professional environments.
EDUCATION
BSc Human Settlement Planning - First Class Honours                                                   January 2022 - November 2025
Kwame Nkrumah University of Science and Technology (KNUST), Kumasi, Ghana 
PROFESSIONAL EXPERIENCE


National Service Personnel - Corporate Planning Department                                      December 2025 - October 2026 
Ghana Ports and Harbours Authority, Tema
· Produced official reports, manuals, forms, certificates and meeting materials for corporate use.
· Operated printers, photocopiers, scanners and binding equipment; bind reports and proposals and laminate documents.
· Collated, packaged and organized printed materials, and maintain records of print requests and completed jobs.

Physical Planning Intern                                                                                                       September 2024 - January 2025
Mfantseman Municipal Assembly, Saltpond 
· Supported urban planning and land-use management assignments within the Physical Planning Department.
· Conducted spatial analysis and background research to inform development plans.
· Worked with departmental teams to review site planning proposals and support planning valuations.
Intern                                                                                                                                        October 2023 - December 2023
LAK. D Engineering, Accra (Remote) 
· Supported survey activities and prepared project documentation and written reports.
· Assisted with client engagement and communication on project-related matters.
Rotational Sales Officer                                                                                                        January 2019 - December 2021
George Annan Communications, Saltpond 
· Provided customer-facing technical support for telecommunications services.
· Handled sales accounting and maintained sales records.

TECHNICAL SKILLS

· GIS & Spatial Analysis: ArcGIS, QGIS, spatial analysis, geographic data interpretation, digital mapping and spatial planning applications.
· Research & Data Analysis: Research design, literature review, survey administration, data collection, SPSS data analysis and interpretation of findings.
· Data & Information Management: Microsoft Excel, Kobo Collect, data organization, data cleaning and record management.
· Report Writing & Technical Documentation: Research reports, technical reports, analytical summaries, proofreading, editing and professional document formatting.
· Microsoft Office Suite: Microsoft Word, Excel and PowerPoint for document preparation, data management, analysis, reporting and presentations.

ADMINISTRATIVE & CORPORATE SKILLS
· Administrative & Operational Support: Document preparation, records management, request tracking, workflow coordination and routine departmental operations.
· Project & Programme Support: Activity coordination, project documentation, teamwork and support for programme implementation and delivery.
· Communication & Client Relations: Client engagement, customer assistance, stakeholder communication, presentations and professional written communication.
· Business & Sales Support: Sales accounting, transaction record keeping, brand promotion, business ideation and feasibility assessment.
· Report Writing & Corporate Documentation: Business reports, research summaries, correspondence, content development, proofreading and document editing.
· Leadership & Organization: Team collaboration, time management, attention to detail, initiative, coordination, adaptability and practical problem-solving.
· Document Production: Printing, photocopying, scanning, binding, laminating and preparation of professional corporate materials.

CORE SOFTWARE

       ArcGIS | QGIS | SPSS | Microsoft Office | Canva | Kobo Collect 

RESEARCH EXPERIENCE


Undergraduate Research - KNUST
Adaptive Management Strategies for Climate Resilience Among Farmers: Evidences from Oforikrom Municipality.
Supervisor: Prof. Eric Oduro-Ofori
· Investigated the effects of climate change on settlements and examined adaptation strategies from other countries for their potential application in Ghana.
· Examined adaptive management strategies used by farmers to strengthen climate resilience in Oforikrom Municipality.
· Explored the relationship between agricultural adaptation, environmental sustainability and local development. 
· Developed transferable capabilities in research, critical analysis, interpretation of findings and structured report writing.
ENTREPRENEURSHIP TRAINING

Mastercard Sustainable Business Start-Ups Training | KNUST, Kumasi                            April 2025 - May 2025
· Developed SmartAid, a sustainable health-related business concept, and used a hybrid business model canvas to assess its feasibility.
· Presented the concept for potential funding, developing practical business communication and pitching skills. 


LEADERSHIP AND COMMUNITY SERVICE


Programs and Projects Deputy Chairman                                                                                 January 2024 - August 2024
Ghana Institute of Planners – KNUST         
· Organized entertainment and extracurricular activities for the Department of Planning, working with colleagues to coordinate programme activities.
      Tree planting volunteer                                                                                                                                June 2024
· Participated in tree planting activities in Tafo, Pankrono and Fawode.
      DePaul Foundation volunteer                                                                                                                   April 2022
· Supported outreach logistics by transporting donations and supplies to Adum Prison.
REFEREES

       Available upon request
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