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· 437-545-9520 ,North York, ON  lawrenciaduah123@gmail.com


Dear Hiring Manager,
I am excited to apply for the Personal Support Worker opportunity with your organization.  As a Personal Support Worker Professional, I am very passionate about the work, and I truly love helping people it would be my honor to continue doing so as a member of your team.
As a Customer Service Personnel with 2 years of experience, I have developed a deep understanding of the importance of providing excellent customer service. My communication skills also enable me to effectively address concerns and handle conflicts in a diplomatic and respectful manner. My volunteer experience shows my unwavering dedication to social work.
Through my experience in the Personal Support Worker Diploma Program, I am developing relevant knowledge and competencies including Critical Thinking, Communication skills, technical knowledge, and Leadership skills.
In addition to my industry experience, I possess excellent time management skills and the ability to work in a fast paced, dynamic environment. My positive attitude, attention to detail and commitment to teamwork makes me the perfect candidate for this role.
I also bring relevant transferrable skills and experience through my work as a Customer Service Sales Associate at Imexco Ghana Limited and volunteering as a Mentor in my church.
I welcome the opportunity to speak with you in more detail about this position and how I could use my skills to benefit your company.
Thank you for considering my application, I look forward to hearing from you.

Sincerely,
[bookmark: _Hlk157967290]Lawrencia Agyemang Duah
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PROFILE
I am a result-driven individual with excellent interpersonal communication skills, dedicated to customer satisfaction, ready to adapt to changes, able to co-operate with a team to achieve set goals and can work with little or no supervision, with a strong moral background, an attentive listener who is willing to accept new challenges.
QUALIFICATION HIGHLIGHTS	
Individual/Community Support Skills
· Can work effectively and efficiently to achieve set goals and targets.
· An excellent communicator
· Problem solving and analytical skills.
· A supportive and innovative team player
· Ability to assume leadership and followership posts. 

Interpersonal and Communication Skills
· Critical Thinker
· Empathy
· Organizational Skills
· Problem-solving
· Time Management

Organizational and Customer Service Skills
 
· Increased customer engagement by 10% through proactive follow-ups.
· Achieved a 100% customer approval rating by helping them make purchasing choices.
· Managed 20+ calls daily with a cool disposition and a strong work ethic
· Received Employee of the Month recognition six times in two years for outstanding performances 
· Additional languages: French, Ga, Twi

TECHNICAL PROFICIENCIES.
● Microsoft word, excel, outlook and PowerPoint.
[bookmark: _Hlk113810885]● Able to use and surf the internet well
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EDUCATION & TRAINING
Personal Support Worker Diploma
College Essor                                                                      Graduate 2024

General Arts High School Diploma                      
Oduko Boatemaa Senior High School                              Graduate 2021

WORK EXPERIENCE 	
	
Server and Host                                                                     2020-2021
 
The Basement Bar and Lounge 					        				                                                                                 Accra, Ghana
· Worked in a high-pace environment to welcome and seat guests, took reservations and handled orders efficiently.
· Handles all customers’ concerns and ensures positive guest experience.
· Accommodated clients with disabilities and special needs.

 Customer Service Associate                                                           2021 – 2022
MES SALES GHANA	                                                                         Accra, Ghana
                
· Provided efficient and courteous customer service to a diverse population of clients.

· Promoted a healthy and safe work environment by following safety protocols, updated office Health & Safety Board.

· Handled escalated customer complaints with empathy and professionalism, achieving satisfactory resolutions.

· Responded to customer inquiries via phone, email, and in-person interactions, ensuring a positive and personalized experience.

· Demonstrated strong product knowledge to assist customers with product selection and recommendation


VOLUNTEER & COMMUNITY ENGAGEMENT EXPERIENCE

 Personal Support Worker (Intern)                              May,2024- August, 2024
Indus Community Services                                                  Mississauga, Canada 

· Assisted with Daily Living Activities: Helped clients with activities such as bathing, dressing, grooming, and toileting

· Mobility Support: Assisted clients with moving around, whether it's helping them             get in and out of bed, using mobility aids, or transferring from a wheelchair to a chair.

· Meal Preparation: Prepared and served meals according to clients' dietary needs and preferences. This included planning balanced meals, following specific dietary restrictions, and ensuring the client has a pleasant eating experience.

· Documentation: Kept accurate records of the care provided, including any changes in the client's condition, and ensuring all documentation is completed as required.

· Crisis Management: Learnt how to handle emergency situations effectively, including recognizing signs of distress and knowing when and how to seek help.


Mentor                                                                                                  2019 -2021            
[bookmark: _Hlk95744890]Presbyterian Church of Ghana			                        
· Provided supportive mentoring to children. 

· Provided information and helped refer and/connect students to counselling and mental health support services.


AWARDS & ACCOMPLISHMENTS 
Received an award for the best Customer Service Assistant Manager

REFRENCE
References are available upon request
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