
DANIELBURBWA

No.55,Jahi1,Kado,Mabushi,Abuja.

Email:danburbwa@gmail.com

Phone:08064484703

Profile

Adedicatedpersonnelwithoverfivex

AyearsworkexperienceinHumanresourcesandofficemanagement,specializingin

HRadministration,employeerelations,processimprovement,andpayroll

administrationandstaffmanagement.

Myobjectiveistocontributeworkableideasfortheprogressanddevelopmentofan

organizationandachievingorganizationalgoals.

WorkExperience

June2019—September2019 CASUALSTAFF.
BenuestateUrbanDevelopmentBoard,makurdi

 Iwasresponsibleforthedatacollectionof
unplannedbuilding.

 Iwasresponsibleforthesupervisionofthe
approvedstateplanforindividualbuildings.

 Iwasresponsibleforthereportfiledfora
month.

October2019—April2022 CASUALSTAFF.

BenueStateInternalRevenueService

 Iwasresponsiblefore-taxinitiation

 Iwasresponsibleforthee-taxverification.

 Iwasresponsibleforeffectivemonthlyfilling
ofreturns.

 Iensuredeffectivereviewoftheproposals
submittedtotheDTO.

 Iwasresponsibleforthedraftofoffice
MEMO'aandcorrespondence.

 Iensuredeffectivecollectionandmovement
ofofficefiles.

 Ieffectivelyhandledallfrontdesk
responsibilities



April2022—Date. ScientificOfficer11

MinistryofWaterResources,EnvironmentandClimateChange

 Iam responsibleforthechemical,physical
andbiologicalwaterquality.

 Ioperateandmanagescientificequipments
andscientificprocesses

 Ialsoensurethequalitywaterdistributionin
theurbanareasofthestate.

SkillsandAbilities

TechnicalSkills SoftSkills

• MicrosoftWord

• MicrosoftExcel

• MicrosoftPowerPoint

• ComputerAppreciationand

DesktopPublishing

• Excellentwrittenandverbal.

communicationskills.

• Effectivetimemanagement.

• GoodOrganizationalskills.

• Projectmanagementskills.

• Criticalthinkingability.

• Effectiveteam player.

EducationalQualifications

• 2012-2015 FederalUniversityofAgricultureMakurdi
B.scChemistry

• 2005-2010. MberaCommunitySecondaryschoolIhugh

• SSCE

• 1997–2003 PrinceVictorNurseryandPrimarySchoolAnyiin

FSLC.

Referees

Thiswillbemadeavailableassoonasrequested.


