EMMANUEL OBINNA NWODO
| Manchester, United Kingdom |
emmanuelnwodo161@gmail.com | +447551113751 |
SUMMARY	
Highly organised and proactive Executive Assistant and Administrative Professional with over 5 years of experience supporting senior leaders, managing executive administration, coordinating stakeholder communications, and delivering operational support in fast-paced environments. Experienced in diary management, executive scheduling, travel coordination, meeting administration, stakeholder engagement, and business operations support across international teams.
Recognised for maintaining confidentiality, managing competing priorities, building trusted relationships with senior stakeholders, and ensuring smooth day-to-day executive operations.
A detail-oriented professional who thrives in dynamic environments, consistently delivering high-quality support while enabling leaders to focus on strategic priorities.
EDUCATION/CERTIFICATION
BSc, Political Science - Caritas University, Enugu, Nigeria		September 2016 - April 2020
MSc International Business with Data Analysis with Advanced Practice - Ulster University, Birmingham            September 2024 -May 2026
 WORK EXPERIENCE				
Administration Officer (Research & Data Support)
AMDARI | Manchester, United Kingdom
September 2024 – Present 
· Provide administrative and operational support to leadership, ensuring efficient management of day-to-day activities.
· Coordinate meetings, prepare briefing materials, and organise documentation for leadership discussions and strategic reviews.
· Conduct detailed research and stakeholder analysis to support executive decision-making and business development activities.
· Maintain structured tracking systems and reporting tools, improving accessibility and accuracy of business-critical information.
· Prepare executive summaries, briefing notes, and business reports for internal stakeholders.
· Manage multiple competing priorities while maintaining high standards of accuracy and professionalism.
· Support cross-functional collaboration by coordinating information flow between internal and external stakeholders.
· Contribute to process improvements that enhance efficiency and consistency across administrative operations.

Founder & Managing Director
TalesofBos Ltd | Nigeria
September 2022 – August 2024
· Directed business operations, strategic planning, stakeholder engagement, and administrative functions.
· Managed complex schedules, meetings, supplier communications, and business priorities across multiple projects.
· Coordinated partnerships, negotiations, and business communications with external stakeholders.
· Planned and executed business events, promotional campaigns, and customer engagement initiatives.
· Maintained operational records, financial documentation, and business reporting systems.
· Developed internal processes that improved workflow efficiency and organisational effectiveness.
· Oversaw customer service operations and ensured timely resolution of business matters.

Executive Administrative Assistant & Office Coordinator
PathwaysToJobs | Ontario, Canada
March 2021 – August 2022
· Supported executive leadership through diary management, appointment scheduling, and meeting coordination.
· Organised executive calendars and ensured efficient prioritisation of appointments and commitments.
· Prepared reports, meeting materials, correspondence, and administrative documentation for senior managers.
· Coordinated internal communications and maintained professional relationships with external stakeholders.
· Managed records, databases, and organisational documentation, ensuring accuracy and accessibility.
· Assisted with project coordination and administrative activities supporting wider organisational objectives.
· Monitored action items and followed up on outstanding tasks to ensure timely completion.
· Supported office operations and contributed to a positive and efficient working environment.

SKILLS
	Administrative Support
Graphic Design

	Customer Service 
Social Media Management
Database Management
     

	Project Management
CRM Organization
Appointment Scheduling
	Email Management Online Research Data Entry
Stakeholder Management
	Calendar Management
Lead Generation
Google Workspace



TECHNICAL PROFICIENCIES
	Microsoft Outlook
Microsoft Word
Microsoft Excel
Microsoft PowerPoint
Microsoft Teams
	Google Workspace
SharePoint (Working Knowledge)
Notion
Trello
ClickUp
	HubSpot CRM
Zoho CRM
Database Management
Records Management
	Calendar Management
Documentation Control
Data Organisation
Report Preparation
Stakeholder Tracking
	



CERTIFICATES
· ALX Virtual Assistant (Executive Support Focus)
· Business Analysis
· United Nations volunteer

CORE COMPETENCE 
Executive & Leadership Support
Calendar & Diary Management
Meeting Coordination & Scheduling
International Travel Planning
Stakeholder Relationship Management
Internal Communications
Event & Engagement Coordination
Executive Correspondence
Action Tracking & Follow-up
Business Administration
Document & Records Management
Microsoft Outlook & Teams
Expense Administration
Project Coordination
Confidential Information Management
Process Improvement
Cross-Functional Collaboration
Research & Reporting
Time Zone Coordination
Office Administration


