GEORGINA ANTWI
georginaantwi09@gmail.com | 0553263148/0553222767  

Detail-oriented and people-focused professional with strong experience in administration, customer support, digital tools, and leadership. Skilled in handling client interactions, documentation, data accuracy, and digital communication. Brings emotional intelligence, professionalism, and problem-solving to every task, with the ability to adapt quickly and support multiple banking functions including teller operations, customer service, branch support, and digital banking. Passionate about delivering excellent service, maintaining accuracy, and contributing to a high-performing banking team.
     
PROFESSIONAL EXPERIENCE


ADMINISTRATIVE ASSISTANT & SOCIAL MEDIA MANAGER, WOMEN’S HAVEN AFRICA (SHE CONSULT DIGITAL MARKETING PROJECT)
October 2025 – December 2025
· Supported digital campaigns and online communication across social media platforms.
· Created visually appealing content using Canva and CapCut.
· Worked collaboratively with teams to execute marketing plans and meet deadlines.
· Assisted with administrative duties including documentation and communication.

GROW DIGITAL MARKETING TRAINING PROGRAM, MASTERCARD FOUNDATION.
August 2025 - October 2025 
· Acquired hands-on experience with platforms like Canva and Cap cut for creating designs and videos.
· Collaborated in group projects to develop marketing strategies for real-world business cases.
· Gained comprehensive knowledge in SEO, social media marketing, content marketing, and email marketing.

PUBLIC RELATIONS OFFICER, OFFICE of the MEMBER OF PARLIAMENT FOR BORTIANOR NGLESHIE AMANFRO CONSTITUENCY
August 2024- October 2024
· Answering and directing phone calls of the member of parliament, taking messages, and handling correspondence.
· Maintaining schedules of the member of parliament, arranging appointments, and scheduling meetings and conference.
· Organizing documents and files, and managing databases.

ADMINISTRATIVE ASSISTANT, NATIONAL SERVICE AUTHORITY
November 2023- August 2024
· Provide administrative support to the National Service Secretariat including scheduling appointments, managing calendars, and coordinating meetings.
· Maintain accurate and organized records of National Service personnel, program documents, and other administrative files.
· Communicate effectively with National Service personnel, supervisors, and other stakeholders, both verbally and in writing.
· Process and distribute official documents and correspondence in a timely and efficient manner.

TEACHER, SAINT LOUIS SENIOR HIGH SCHOOL
November 2022- April 2023
· Developed and delivered engaging lesson plans that aligned with the Ghanaian curriculum.
· Imparted knowledge and skills to students in a clear and concise manner, fostering a positive and supportive learning environment.
· Utilized various teaching methods to cater for diverse learning styles and ensure student comprehension.
· Assessed student learning through tests, quizzes, and assignments, providing constructive feedback to promote improvement.
· Maintained accurate and up-to-date student records including attendance, grades, and progress reports.



EDUCATION


BSc. Biology Education- University of Education, Winneba
Sept 2019-November 2023

ADDITIONAL TRAINING
· Social Media Management, She Consult by Women’s Haven in partnership with DigiVibe                             October 2025 – December 2025
· Digital Marketing, Mastercard Foundation in partnership with MEST Africa & Generation                                                                                                            August 2025 – October 2025
· Introduction to Banking, Alison Online Learning platform
· Introduction to bank telling, Alison Online Learning platform
· Communication & Presentation Development, Mastercard in partnership with Women’s Haven Africa January 2023 – March 2023

Leadership & Activities

·   NASPA Vice President, Ga South Municipal (2023-2024): Led and supported initiatives for the National Service Personnel Association in the Ga South municipal.
· Deputy Welfare Chair, Ghartey Hall, University of Education Winneba (2022-2023): Advocated for student well-being and coordinated support services within the residence hall.
· Women’s Commissioner, Biological Science Students Association- University of Education Winneba (2022-2023): Championed the interest and concerns of female students within the Biological Sciences society.
· Secretary to the President, Biological Science Students Association- University of Education Winneba (2021-2022): Maintaining schedules of the president of the association, arranging appointments, and scheduling meetings and conference.
· Prep Prefect, Konongo-Odumasi Senior High School (2018-2019): Provided leadership and guidance to fellow students.
· Secretary, Writers Drama and Debaters Club, Konongo-Odumasi Senior High School 92018-2019): Contributed to the organization and execution of club activities related to writing, drama and debate.
Bible Studies Coordinator, National Union of Presbyterian Students-Ghana, Konongo-Odumasi Senior High School (2018-2019): Organized and facilitated Bible study sessions for fellow Christian students at Konongo-Odumasi senior high school.



AREA OF EXPERTISE



· Excellent written and verbal communication skills: Demonstrated through effective communication.
· Organizational skills: Proficient in maintaining organized records, systems, workspaces to ensure efficient and productive work.
· Problem-solving: The ability to listen to customer problems, ask relevant questions, and explain solutions.
· Teamwork and leadership experience.
· Data Analysis: Proficient in statistical software (e.g., SPSS).
· Microsoft Office Suite: Proficient in Word, Excel, PowerPoint, and Outlook for document creation, data management, presentations, and email communications. 
· Customer Relationship Building
· Fast learner with attention to detail
· Ability to handle high-pressure environment
· Brand Visibility & Online Presence Growth




