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Marital status: Single
Gender: Female
Date of Birth: 8th April, 1987     




  
Nationality: Nigerian
Profile
I am a hardworking self starter, resilient goal achiever, sensitive people person, and committed team player. A proactive creative thinker who is competent to work under pressure and deliver excellent value. I've got fantastic necessary written and oral communication skills as well as proficiency in the use of Microsoft Office (Word, Excel and Power Point).
Work Experience
CDNet Ltd/Gte                               Project Officer                                                         Feb 2012 – Oct 2014
Responsibilities

· Management of content and design of career’s website, ensuring timely updates and accuracy of material;

· Research and content development for the career website / career journal;
· Supervised a staff of five team members and two support staff

· Recruiting of interns which includes developing job descriptions and person specifications, shortlisting, interviewing and selecting candidates;  

· Performed training, staff development and new employee orientations;

· Negotiating with interns and their representatives on issues relating to pay and conditions; 

· Administering payroll and maintaining employee records.

· Liaising with the sponsors, trustees and individuals on expectations and goals of the project;
· Managed all project management processes end-to-end including timelines, templates and budgets;

· Maintain relationships with existing and potential clients to foster repeat business and new opportunities.

Lagos State Internal Revenue Service   Tax Education & Enlightenment Team      June 2010 – Feb 2012
Responsibilities

· Education/enlightenment of potential and already existing tax payers on remittance and compliance of tax process;
· Provides consultations with taxpayers to address any questions, concerns or problems and provide an explanation of state laws, policies and procedure pertaining to revenue collection;
· Perform duties of customer service representative as required;

· Perform municipal revenue administrative functions, including but not limited to, investigations, inspections and consultations with businesses and taxpayers;
· Inspects businesses to ensure proper tax compliance;

· Notification of the appropriate board authority’s on companies that are not in compliance with tax audit exercise.
Government Girls Commercial and Technical College                           NYSC                   Nov 2008 – Oct 2009
Charanchi, Katsina 

Responsibilities:

· Teaching of computer studies;
· Assisting the head of computer crafts; 
· Preparing and administering of examinations papers;
· Provide administrative support to other head of departments.
Education

2016

Kalinga University, Chhattisgar, India.



          MBA (Human Resource Management)

2016

 Indore Indira Business School, Gram Revti, Indore, India.

          PGDM Human Resource Management
2008        
Covenant University, Sango Ota, Ogun State, Nigeria.

          B.Sc Hon’s Computer Science

2004        
IMS Computer Training School Ikeja, Lagos State, Nigeria.

          Diploma in Computing

2003         
Air Force Secondary School, Ikeja, Lagos State, Nigeria.
 

          Senior Secondary School Certificate

Professional Membership
· National Institute of Management (NIM).
Projects/Certifications/Trainings
July 2014

Basic Leadership Course (Daystar Leadership Academy)

Sept – Nov 2008                 Certified Oracle 10g Certified Associate                                  

         

               Certified Oracle 10g Certified Professional
April 2010 – Till Date        Research and content development of a career website (www.cdnetng.org)                         

Competencies & Skills

SKILLS

· IT  competent with all aspects of Microsoft Suite
· Proficient Research Skills - knowledge databases

· Excellent customer service skills with good attention to detail

· Strong interpersonal skills
· Effectiveness and efficiency at work

· Purpose inclined, value driven and result from other culture and works of life
· Be willing to learn and be trained

Languages

· English and Yoruba.

