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Email: temitope.264922@2freemail.com 
Personal Profile

· Marital Status
 :
Single 

· Gender                         :
Female 

· Nationality                  :           Nigerian

· Language                     :          English

· Visa Status

 :
Long Term Visa
Objective

To obtain a sales and customer service position where sales skill and experience can be effectively maximized for increased profitability and laurels product skills. With many years of experience, I am hard working adaptable and responsible and willing to put all my skills and experience to use for the right company. 

Educational Qualification

· Obafemi Awolowo University, Ile Ife, Osun State (B. Sc mgt & Accounting)

· Funto International Academy, Ilesha, Osun State

· Agnes Nursery and Primary School, Ilesha, Ilesha, Osun State

	                                       Professional Certificate


·   Certified Health,Safety and Environment Supervisor

·  Environmental impact assessment officer

·  Certified Petroleum Product Marketer
Work Experience

Royal Café, Ibadan, 2013 – 2015

Position: Receptionist/ Customer Service
Duties and Responsibilities

· Monitor and review staff and store performance on daily basis
· Ensure that all customer service representative have up-to-date benefit information
· Driving and maximizing the sales and profitability of the store to achieve targets
· Organizing, preparing and arranging promotional material and display
· Maximizing sales through effective merchandising
· Leading by examples in all aspect of the role
· Ensure customer service follow up methods and procedure are complete and meet the time standards
Kendy Zone Boutique, Lagos, 2010 2013

Position: Sales Associate 

Duties and Responsibilities:

· Receive, attend and direct customer to various section in the department
· Handling all the customers complaints and requests
· Handing promotion and displays stands in order to promote business sales
· Handle telephone call received and resolved customer complaints
· Answer customer questions  and provided information on procedures and polices
· Creating outstanding customer services
Ultimate Restaurant, Lagos, 2007- 2010

Position: Waitress/Hostess

Duties and Responsibilities:

· Obeys and maintains cordial relationship with my boss and other colleagues at the jobsite
· Assisting on food and drinks preparations and in other departments as instructed.
· Welcoming guests and directing them to their respective reserves
· Availing menu to clients and taking orders.
· Maintain and take all orders, forwarding them to the chef.
· Serving clients with requested choice.
AK Logistic, Lagos, 2005- 2007

Position: Office Administrator/Secretary

Duties and Responsibilities:

· Greeting customers in a pleasant manner.
· Take and distribute accurate messages and mails.
· Fax, scan and copy documents.
· Maintaining office filing and storage system.
· Retrieve information when requested.
· Coordinate and maintain staff and administrative records.
· Keep office clean and tidy.
Strength And  Skills

· Integrity and honesty

· Job hazard analysis
· Ability to work effectively in a team

· Office safety and Management plan
· Safety legislation policies

· Curiosity to learn new things 

· Challenges brings out the best in me

· Uncommon customer service and sales skills with proven track record of strong leadership qualities
· Ms-word,Ms-Excel and Internet surfing
References:

Can be provided upon request 

Declaration

I declare that the information provided above is true and correct to the best of my knowledge
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