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PROFILE SUMMARY
Astute, result-driven and experienced individual with a demonstrated interest in Human Resources Management, public relations, financial management and project management. Possess extensive customer service and administrative experience garnered over years holding key project management spanning the financial service delivery sector. Demonstrated capacity to create long-term business solutions that drive awareness and increase revenue. Motivated and driven with excellent oral and written communication skills and adept at relationship management and deployment of new age media and technological tools to achieve set goals. Dedicated, loyal and dependable; strives to exceed expectations with service that is second-to-none. 




CORE COMPETENCIES 		

	

· HR Management
· Public Relations
· Client/Vendor Relationship
· Operation Support 
· Budget Management
· Microsoft Office Suite
· Strategic Communication
· Documentation & Reporting
· Strategic Planning
· Financial Management
· Sales Development
· Technology Trends
· Customer Service
· Personnel Management



· Leads Generation 

	



SKILLS HIGHLIGHT

· Critical Thinking: Use logic and reasoning to identify solutions or approaches to problems. 
· Multitasking: Juggle multiple tasks and responsibilities while remaining composed and meeting deadlines.
· Project Management: skilled project manager, with skill in project initiating, planning, controlling, monitoring, evaluating, reporting and closure.
· Software: Proficiency with Microsoft Office, Internet, Windows, MAC/PC.
· Soft Skill: Possess emotional intelligence, cost consciousness, analytical skill, presentation skill, and problem-solving skill.
· Communication: Communicates well in oral and written formats.
· Technologically sound; has an understanding of modern technology and proficient in Microsoft Office Suite (Word, Excel, Outlook, PowerPoint).

EDUCATION
· M.SC INTERNATIONAL RELATIONS                                                                                                                       Sept 2017 – Jul 2019
Covenant University                
                        
· B.A. HISTORY AND INTERNATIONAL STUDIES                                                                                                    Mar 2010 – Jan 2015
         University of Nigeria, Nsukka

PROFESSIONAL WORK EXPERIENCE
CUSTOMER CARE OFFICER 
Union Bank of Nigeria, PLC                	  Nov 2015 – Sept 2017
· Attended to customer’s issues, inquires and problems.
· Educated customers on new and existing products.
· Up sold the bank’s alternative channels products operations.
· Ensured customer satisfaction and provided professional customer support.
· Maintained a positive, empathetic and professional attitude towards customer at all times.
· Effectively delivered sales pitch by applying the five-step pitch approach, that is, Introduction, Presentation, Short Story, Close and Rehash.
· Successfully built rapport with clients by smiling and creating a more conversational presentation rather than a conversation that is based on a pitch alone.
· Developed the ability to read the body language of clients which is indicative of whether I should “pitch and ditch” or simply just “ditch”.






ADMINISTRATIVE ASSISTANT (PRIMARY SCHOOL UNIT)
Ministry of Education, Lokoja, Kogi State                                                                                                                      August 2014 – August 2015
· Attended to visiting client’s issues and inquires.
· Kept records of incoming and outgoing files.
· Prepared memos and other office documents.
· Responded to client’s inquiries and problems over the phone and by email. 
· Evaluated problems of the customers and provided logical lasting solutions. 
· Coordinated the daily task of the Director.
· Provided logistical support which includes arranging hotel reservations and local transportation needs.


[bookmark: _GoBack]TRAINING, CERTIFICATIONS, CONFERENCES AND SEMINARS

· International Conference on Sustainable Development in Africa                                                                                  June 2019
Covenant University, Ota, Ogun State 
		
· UNO Commemoration of 1994 Rwandan Genocide Against Tutsis                                                       April 2018
Covenant University, Ota, Ogun State

· Child Rights Brigade, Kogi State Chapter                                                                                                                                     June 2015
Child Right Officer			
· Health, Safety and Environmental Safety Supervision and Leadership Course                                               February 2015
OSHA Academy, Lokoja, Kogi State

· Basic Computer Training (Microsoft Word, Excel, PowerPoint)                                                                              October 2009
Uranium Technology, Enugu State 					


	

