
Objective

Motivated with strong organizational and communication skills, seeking opportunities to contribute to team success.

Work & Voluntary Experience

EKB Foundation | Greater Accra Region, Accra 

Administrative Assistant | 01/2023 - Present

Providing customer service and support to clients and visitors

Scheduling and managing calendars for appointments and meetings.

Performing data entry and other administrative tasks as assigned.

Providing IT support.

Freelance/Self Employed | Greater Accra Region, Accra 

Digital Manager | 01/2019 - Present

SEO and E-commerce web development for xlentqueenznkingz.com

Website development and content creation for SheAid; and SMOIY Global Foundation. 

Social Media community manager for Ghana Student Hub & EKB Foundation.

Google Map integration for EKB Foundation.

MTN Ghana | Greater Accra Region, Accra 

Customer Service Representative | 11/2021 - 12/2022

Provided primary customer support to internal and external customers.

Maintained customer satisfaction with forward-thinking strategies focused on addressing customer needs and resolving concerns

by proposing approaches to mitigate challenges faced during SIM card re-registration

Used company troubleshooting resolution tree to evaluate technical problems and find appropriate solutions.

Answered product and service questions, suggesting other offerings to attract potential customers.

Achievements

Created a waitlist form to collect customer data for those who wanted to get MTN eSIM.

Developed an E-Levy calculator with MTN charges with Excel to help other front liners to help answer customers' requests on the

E-levy charges

Ghana Museums & Monuments Board | Greater Accra Region, Accra 

Internship Experience | 07/2019 - 10/2019

Computed all data across the sites under the GMMB from 1990 to 2019 into excel and made it available online

Designed a QR code to aid tourists' data collection

Gave guided tours to individuals and students at the Osu castle

Performed administrative duties and staff support tasks.

Voluntary Services Overseas | Upper West Region, Jirapa 

Volunteer Work | 10/2017 - 12/2017

Volunteered with groups and organizations to help make measurable differences for program recipients.

Provided 1:1 support for students who had challenges by introducing a homework club.

Used strong interpersonal communication skills to convey information to others.

Engaged in community outreach to support the program mission.

Childhood Cancer Foundation | Ashanti Region, Kumasi 

Volunteer Work | 08/2016 - 08/2016

Walked over 250 kilometres in 6 days to raise GHS 4,000.00 for children living with cancer.

Encouraged donations with community fundraising events and campaigns.

Created Awareness on social media with a reach of over 100,000 people online organically.

Used strong interpersonal communication skills to convey information to others.

Reuben Griffiths Bekoe
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rgbekoe@gmail.com

https://xlentqueenznkingz.com/
https://sheaidgh.org/
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Lattitude Global Volunteering | Ashanti Region, Kumasi 

Volunteer Work | 05/2016 - 07/2016

Repainted and refurbished an old room into a library

Provided support for struggling students through after-school lessons

Spoke with community organizations to further drive outreach efforts and highlight program successes.

Helped organize and manage events and projects.

Ghana Cleft Foundation | Ashanti Region, Kumasi 

Volunteer Work | 08/2015 - 11/2015

Cycled across the then ten regions of Ghana and raised a total of GHS 2,500 was raised for the Ghana Cleft Foundation.

Created awareness of Cleft and Palate-related issues in Ghana online and offline.

Relationship-building initiatives with potential funders and community donors through research and constant contact.

Lattitude Global Volunteering | Central Region, Cape Coast 

Volunteer Work | 05/2015 - 07/2015

Utilized fun learning activities (educational videos and quiz games) to focus students’ attention

Teach focusing or reading comprehension techniques so students can continue learning at home.

Volunteered with groups and organizations to help make measurable differences for program recipients.

Helped program leaders with administrative support duties.

Skills

Offered consultation and joined former British High Commissioner to Ghana, Iain Walker on his #GhanaGrand Charity Ride.

Airtel Touching Lives Winner (Radio Edition), 2015.

Customer service

Microsoft Office Suit

CRM Software

Social Media Management

WordPress

Relationship building

Digital Marketing

Education

Takoradi Technical University | Takoradi, Western Region 

Tourism Management | 08/2021

Served as President of the Ghana Tourism Student Association for the 2020/2021 academic year.

Shama Senior High | Shama, Western Region 

General Arts | 06/2013
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