
UDIA, JULIANA PIUS

Professional Summary

Highly organized and detail-oriented Contract Administrator Officer with experience suppor�ng contract documenta�on, 
office opera�ons, and stakeholder coordina�on in fast-paced environments. Adept at managing confiden�al records, 
maintaining accurate documenta�on, and providing professional administra�ve support to management and clients.

Contract Administrator Officer
Myke Efejia & Co

Served as a key administra�ve contact for clients, vendors, and internal 
stakeholders regarding contract-related ma�ers.
Managed contract documenta�on, correspondence, and record-keeping in 
compliance with organiza�onal policies.
Maintained organized filing systems for contracts and confiden�al documents.

Marke�ng & Office Coordinator
Urbansize Fashion House

Handled customer inquiries and maintained a professional recep�on area
Coordinated daily office ac�vi�es and assisted with record keeping
Supported inventory documenta�on and sales repor�ng
Strengthened customer rela�ons through effec�ve communica�on

Administra�ve Intern
Aruban Specialist Hospital

Assisted with front desk recep�on and pa�ent record management
Managed scheduling and internal communica�ons
Supported administra�ve staff with documenta�on and data entry

Licensed Member, 
Nigerian Ins�tute of Science Laboratory Technology (NISLT)
2020

NATIONAL YOUTH SERVICE CORPS (NYSC)
Oke-Ila Grammar School, Oke-Ila Orangun, Osun State
March 2020 – February 2021

+234 806 444 4792, +234 816 918 7259 I udiajuliana04@gmail.com I Akwa Ibom State.

Akwa Ibom State Polytechnic,

Higher National Diploma (HND)

Science Laboratory Technology (Biochemistry)

Akwa Ibom State Polytechnic,

National Diploma (ND)

Science Laboratory Technology

Eastern Commercial Secondary School

Senior Secondary School Certificate (SSCE)  

First School Leaving Certificate (FSLC)

Professional Experience

Educa�on

Akwa Ibom State, Nigeria

June, 2019

Akwa Ibom State, Nigeria

February, 2016

Calabar, Nigeria

July, 2012

Calabar, Nigeria. 2006

Professional Cer�fica�on

Akwa Ibom State, Nigeria

2021-2025

Akwa Ibom State, Nigeria

2020-2021

Cross River, Nigeria

2029-2020



Administra�ve Opera�ons & Office Management

Strong Verbal and Wri�en Communica�on Skills

Problem-Solving and Decision-Making Skills

Cri�cal Thinking and Analy�cal Skills

Mul�tasking and Time Management Abili�es

Team Collabora�on and Interpersonal Skills

Office Administra�on & Opera�onal Support

Effec�ve Communica�on & Stakeholder Engagement

Problem Solving & Process Improvement

Cri�cal Thinking & Analy�cal Reasoning

Mul�tasking & Time Management

Team Collabora�on & Rela�onship Building

Skills
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