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Objective

To work as an office assistant and help seniors to solve their day to day problems by managing the routine activities
Skill Sets

· Telephone Skills

· Typing

· Documentation Skills

· Excellent Verbal and Written Communication

· Dependability

· Attention to Detail

· Administrative Writing Skills
Employer

Owu Hotel and Suits Plc Two (2) years as Office admin assistant
Key Responsibilities Handled
· Serve customers 

· Performing basic book keeping work.

· Answer telephone, screen and direct calls

· Serves customers by backing-up receptionist.

· Take and relay messages
· Provide information to callers
· Greet persons entering organization
· Direct persons to correct destination

· Picking-up and delivering items.

· Serving customers.

· Collecting and mailing correspondence.

· Maintains supplies by checking stock to determine inventory levels.

· Updating job related knowledge by participating in educational seminars.

· Filing corporate documents, records, and reports.

· Making travel arrangements for executives.

· Distribute minutes of meetings and mail the same.

· Supervise other clerical staff.
Employer

CVK General Trading and Investments LLC 2 Year as Office Assistant

Key Responsibilities Handled
· Assisting the admin manager in performing the office work.
· Responsible for managing the dealers, and suppliers.

· To manage the inventories and issuance.

· Responsible for checking availability of the stationary and ordering.

· Checking the receivables with the bills.

· Responsible for managing the bill payment of suppliers.

· To check the working of the technical assets of the company.

· Responsible to get repairs the equipment in case of not working.

· Coordinates with the departmental heads for their requirements.

· Fix up the meetings for seniors.

· To arrange the accommodations for guest of the company.
Employer

Aarif Global Travels and Consultants Ltd 1 Year as Office Clerk/ Assistant 

Key Responsibilities Handled
· Deal with queries from the customers

· Ensure knowledge of staff movements in and out of organization

· Monitor visitor access and maintain security awareness

· Provide general administrative and clerical support

· Prepare correspondence and documents

· Monitor and maintain office equipment

· Control inventory relevant to reception area

· Tidy and maintain the reception area

Education

· B.sc Sociology GPA 3.48 University of Ilorin
· National diploma in Administrative management  GPA 3.57 University of Ilorin
· SSCE 9 Credit pass in one sitting from college 
Achievements
· Get appreciation many times for the quality services.

· Create a unique way to manage the documents.

· Receive 'Best Employee' award
Personal Details

Date of Birth:



1/1/1985
Languages:




English, Yoruba and Hausa

Hobbies: Internet surfing, reading and meeting people.
