
[image: ]TAIWO MODUPEOLUWA JULIHANA
                      28, Iyo Akanbi street Oremeji Bus/Stop,Meiran, Lagos. 08129692404,08142450396
[image: ]taiwomodupeoluwa@yahoo.com
[image: ]
PROFESSIONAL SUMMARY

A professional Customer Service Representative with years of quality experience in fast-paced customer service- oriented work environments; focused on quality service and committed to the execution of tasks with tenacity and attention to detail.

PROFESSIONAL CERTIFICATION
· IT ESSENTIALS    
Microsoft     Technology  Associates  (MTA)                                                                                      2016
• EDUCATIONAL QUALIFICATION
· OND Computer Science					                                                   2016
· HND Computer Science – Upper Credit	(Federal Polytechnic Ilaro) 		             2018
· NYSC (National Youth Service Corps)							2019

KEY COMPETENCIES 
· Customer Relationship Management
· Excellent communication and customer service delivery
· Social and emotional intelligence for better relationship management
· [bookmark: _GoBack]Troubleshooting/ problem solving – identifying the root cause of issues and proffering solutions
· Planning, organizing and executing strategies for customer satisfaction
· Stress management
· Dynamic and easily adapting to diverse work environment/situations.

SKILLS
· Excellent oral and written communication skills
· Interpersonal Skills.
· Time management.
· Proficient with Microsoft Office packages (Ms. word, Excel etc.).
· Great team player.
· Experienced in Windows 7&8,10 and OS environment.
· Hardware and Software troubleshooting.
WORK EXPERIENCE
· Customer care representatives
· Amazing Grace Computers, Ibadan, Oyo State.						July-Oct 2015
Duties
· Document simultaneously.
· Ensured superior customer experience by addressing customer concerns, demonstrating empathy and resolving problems on the spot.
· Answered product questions with up-to-date knowledge of sales and store promotions.
· Ensure feedback from customers to further improve the customer services.
· Built customer loyalty.
 

· Front Desk/Administrative Officer						 Nov 2015-Dec 2016
	Mabco-Dee Investment Limited, Lagos State
Duties:


· Performed Clerical/ Bookkeeping functions for the organization
· Managed the companys Payroll; wages packets, processing expense claims for staff & contractors
· Developed a proper filing system for archiving sensitive documents
· Computed and managed the staff PAYE
· Assisted the accountant with tax return preparation.
· Performed reconciliation functions, managing the accounting books
· Managed relationships with banks as well as the petty cash system
· Managed relationships with vendors, ensuring proper documentation and inspection of relevant supply materials
· Prepare appropriate schedules and reports as requested by clients and management.


· Corps Liason Officer (NYSC)								           2019
Obubra Local Government, Cross-River State.
Duties:
· Responsible for the registration and welfare of over 400 new corps members
· Coordinated communication between corps members and NYSC officials and attended to complaints from corps members.
· Assisted in administrative duties and collated monthly corps members’ salary report.





Language Fluency
* Yoruba (Native) * English Language (Official) 
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