
Esther Olenna Boateng   
 

Accra 

 +233544964484   

bestherlenna194@gmail.com   

   

Summary   

• Hardworking University graduate seeking employment.   

• Proven ability to establish and maintain excellent communication and relationships with 

clients.   

• Bilingual, hardworking, and ready to join my next team.   

• Highly organised, and skilled in written and verbal communication.   

• Committed to utilising my skills to further the mission of a company.   

   

Education   

Ghana Institute of Languages, East Legon   

Translation Studies, Bachelor of Arts   

Sept. 2017- Aug. 2021   

   

Akuse Methodist Senior High/Technical School   

General Arts, WASSCE Certificate   

Sept. 2010- May 2013   

   

Experience 

Office Assistant 

Blueberry Prints, Tema 

Jan. 2023- Aug. 2023 

• Performed printing and photocopy services including typing, proofreading and editing. 

• Facilitated smooth operations by efficiently handling client inquiries. 

 

Data Entry Clerk/Public Relations Assistant   

National Association of Local Authorities of Ghana, Shiashie   

Oct. 2021- Sept. 2022   

 



• A year of service to the nation is required by a graduate student from university. Hence, 

assigned to the role of a data entry clerk, I added documents to file records and created new 

records to support filing needs.   

• Corrected data entry errors to prevent duplication and data degradation.   

• I played a role in the Public Relations Department, as an assistant to the PRO; assisted my 

fellow national service colleagues in terms of document editing.  

   

Field Worker   

Quality Insurance Company, Tema 

Nov. 2015- Feb. 2016   

   

• On daily basis, I had to seek out for new clients, explained benefits, and features of various 

policies to promote sale of plans.   

• Selling out insurance products to individuals.   

   

Skills   

• CAT Tools   

• Teamwork   

• Microsoft Office   

• Communication   

   

Languages   

• English- Fluent   

• Spanish- Conversational   

• French- Conversational   

• Italian- Conversational  

   


