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APPLY FOR THE POST OF ADMIN OFFICER 
Objective

I have shown in my past experience that I can adapt easily to new challenges, environments and profession. I worked in a borehole drilling company during my IT programme and also serve other entities in different positions.  I'm committed, hard working (work well within a team as well as on my own) and a determined individual who strives to meet targets and thrives under pressure.  

Personal Details :
Marital status:
   Single

Date of birth:
         
   11 February, 1982
Nationality:                  Nigerian
Visa Status:

 Tourist Visa
Language:                    English

Education/Qualifications

1986-92                     Victoria Children School

                                    School Leaving Certificate

1992-98                     Remo Secondary School, Sagamu,Ogun State

1998-99                     C & S College. Lagos.

                                    (Senior Secondary School Certificate)      

1999-2008                 Federal University Of Technology, Akure, Ondo State

                                    B.Tech( Applied Geophysics)

2009-2010                 National Youth Service Corps. 

                                    NYSC Certificate

Employment
2004              Water Services Engineering Limited, Abule Odu Bus-Stop, Egbeda      

Lagos State. The company is into deep borehole drilling, surface tank construction and also in the construction in treatment plant and also in the maintenance of treatment plant. I was employed as an Industrial Training student. I gained a lot experience in deep borehole drilling. I was among the drilling team that went to Okiti-pupa, Iji Odo and Igbokoda in Ondo state for the drilling of borehole. 
2009-2010   National Youth Service Corps. 

(Ministry of Public Utilities, Water Resource and Community          Development). I was posted to the above Ministry as a Geophysicist. My experience with the Ministry was to supervise the project the state was executing in all the Local Government Areas in Anambra State. We checked the abandoned projects and also check the water level of the boreholes.             




2010- Februrary,2014  Baylad Nig. Ltd
                     I worked with Baylad Nigeria limited as an admin officer and stock keeping. I take note of incoming stocks, sales and the out going stocks and also in procurement of goods from overseas. 

We deals with industrial materials such as Teflon robs and sheets, aluminium, brass, bronze rods and sheet, bright mild steel , construction steels and many more and food items such as rice of different quality and broken, wheat for human consumption. We buy crude palm kernel oil from local miller in Nigeria and supply to manufacturers of soap and oil producers(Human consumption). Palm kernel cake are also sold to poultry owner for the supply of protein to  livestock.                     

We receive inquires and source for the goods either locally or internationally depending on time of delivery. Get Commercial invoice signed by the MD, securing goods to the port of discharge and making payment regarding shipping document are finally made.


I have been involved in the negotiation of iron ore from a co-mine owner in Honduras and a trading firm in Iran.  A Ferro alloy chrome producer in India, where I have close relationship with an Iranian Marketing Manager of a trading firm and also the Marketing Manager of a producing High, Medium and Low carbon Ferro chrome in India.


Skills:
Computer literate, good at E-sourcing of suppliers and buyers online.

Knowledge of procurement and supply chain safe procedures, contract management.

Strong negotiation skills.

Proficient with the use of Windows, MS Office.

 

Competencies:
Analytical and problem-solving skills. 

Strong interpersonal and communication skills.

Decision making & proactive behaviour.

People management and staff supervision



Hobbies

Reading, Watching Football, Playing Scrabble and surfing the internet.
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