IDJIGHERE OGHENETERI DEBORAH
Residential Address: 10, Ozumba Mbadiwe Avenue, Victoria Island, Lagos State.
Phone: +2349055920480, +2349022504421
Email: idjighereogheneteri@gmail.com  ; ogheneteri662@gmail.com
PROFESSIONAL SUMMARY
A highly motivated and adaptable professional with extensive experience in legal support, office administration, client services, and organizational assistance. Proficient in managing multiple office duties, including legal research, document preparation, communication with clients, and general office support. Seeking a challenging position in a dynamic organization where I can contribute my diverse skills and experience in a legal, administrative, or executive/ general office support role.
KEY SKILLS
· Legal Support & Documentation
· Client Communication & Client Relations
· Office Administration & Organization
· HR Support & Recruitment Assistance
· Document Management & File Organization
· Excellent Interpersonal & Communication Skills
· Time Management & Task Prioritization
· Event Coordination & Travel Arrangements
· Microsoft Office Suite (Word, PowerPoint, Excel)
· Google Workspace & Outlook
· Front Desk & Customer Service
· Strong Attention to Detail & Confidentiality
PROFESSIONAL EXPERIENCE
In-House Legal/ Admin Officer
PWAN Premium Realtors & Concerns Ltd – Lekki, Lagos – Jan 2025 – Till Date
· Prepared Property Legal Documents such as Deeds of Assignment, Contract of Sale of Land, etc.
· Legal advise on Property Law practice and other diverse areas of the Law
· Exchanged correspondences with clients regarding their landed documents/ statuses. 
· Administrative duties/ Functions
Legal Associate
Compos Mentis Legal Practitioners | Warri, Delta State | May 2024 – Dec 2024
· Assisted in legal document preparation, client interviews, and case preparation.
· Managed legal correspondence and ensured all documents were filed accurately and on time.
· Supported senior legal professionals with research and strategy development for case management.
· Assisted in debt recovery efforts and general legal administration.
· Communicated with clients regarding case status, scheduling, and updates.
Private Law Practice | March 2024 – July 2024
· Provided administrative support in the preparation of property law documents and legal research.
· Conducted client consultations and coordinated meetings between clients and lawyers.
· Maintained legal files, including documents related to case trials and property agreements.
· Assisted in litigation processes, including drafting legal documents and filing in court.
Court/Law Office Placement
Nigerian Law School | Port Harcourt | 2023
· Gained practical experience by assisting in client meetings, case preparation, and legal document reviews.
· Managed administrative tasks in the law office, including scheduling, documentation, and filing.
· Observed courtroom proceedings and provided research support to senior attorneys.
Legal Assistant
National Youth Service Corps (NYSC) | 2022
· Supported the legal team by taking client statements and assisting with document preparation.
· Managed office administration, including answering client calls, organizing files, and preparing reports.
· Provided general clerical support and assisted in preparing legal documentation for court.
Office Assistant
Glorious Star Int Academy | Warri, Delta State | 2021
· Provided administrative support by managing office tasks such as typing, filing, and scheduling.
· Assisted in maintaining office supplies, managing office equipment, and coordinating office activities.
· Communicated with clients and visitors, maintaining a professional and courteous demeanor at all times.
Teacher (Various Subjects)
Various Academic Institutions | 2021
· Taught government, civic education, literature-in-English, and Christian religious studies.
· Developed and implemented lesson plans while assessing and tracking student progress.
· Managed classroom activities, student engagement, and discipline.
EDUCATION
Barrister at Law (BL)
The Nigerian Law School, Port Harcourt | 2023
LLB, Law
Niger Delta University, Wilberforce Island | 2015 – 2021
NECO (National Examination Council)
Opete Secondary School | 2014
First School Leaving Certificate
Opete Primary School | 2009
CERTIFICATIONS & TRAINING
· Barrister at Law (BL)
The Nigerian Law School, Port Harcourt | 2023
· LLB, Law
Niger Delta University, Wilberforce Island | 2015 – 2021
VOLUNTARY WORK
Assistant Secretary General
Legal Aid Community Development Service (NYSC) | 2021 – 2022
· Organized and participated in community sensitization programs educating indigent members about their rights and obligations.
· Provided free legal services and coordinated community donations for educational support.
· Assisted in organizing and leading events and meetings related to legal aid initiatives.
COMPUTER SKILLS
· Proficient in Microsoft Word, Excel, PowerPoint
· Experienced in Google Workspace, Outlook, and email management
· Regular use of ChatGPT, internet research, and general office automation tools
COMMUNICATION SKILLS
· Strong verbal and written communication abilities, with experience in public speaking and presentations.
· Effective at liaising with clients, colleagues, and external partners in various office settings.
PERSONAL ACHIEVEMENTS
· Attended the Niger Delta Awareness Campaign Against Cybercrime (February 1st – 2nd, 2018)
· Elected Assistant Secretary General of the Legal Aid Community Development Service during NYSC (2021 – 2022)
· Developed a reputation for strong client service and administrative efficiency in fast-paced environments.
REFERENCES
1. Revd. Israel Akanji
President of the Nigerian Baptist Convention, Ibadan, Oyo State
Tel: 08033155027
2. Rev. Joseph Agbaroghene Idjighere (RTD.)
Former President of the Bible Society of Nigeria (Enerhen Chapter)
Former Senior Pastor, Christ Victory Baptist Church, Enerhen, Delta State
Tel: 08033881517
