AKINWALE 

OBJECTIVES:

· To carryout all major operations as specified by the management.

· To create an enabling environment for co-worker motivation on job incentivites and efficient, effective performance to increasing outfit in an organization. 
· Communications personnel responsible for receiving and transmitting pure and reliable messages, and recording other important information.
SKILLS:
· Superb organizational and time management skills.
· Trustworthy and able to work in highly confidential environments.
· Having a fast and accurate typing speed (min 50 wpm).

· Articulate with excellent communication and interpersonal skills.
· Ability to accurately maintain computerised and manual filing/documentation systems.
Experiences:
Oct-2010- July 2011

    
           Builders & Projects Ltd.







Junior Confidential Secretary.

· Managing diaries and making appointments 

· Booking rooms and travel arrangements 

· Preparing and distributing papers and documents for meetings 

· Taking minutes 

· Dealing with post 

· Drafting letters and other documents, such as PowerPoint presentations 

· Maintaining filing systems 

· Answering the phone and answering queries 

· Photocopying and printing 

· Using various computer packages - Word, Excel, PowerPoint  Managing diaries and making appointments 

April 2009- Oct 2010


         Skye Bank Plc.  

                                        


City Hall Branch      

Customer Service Officer  

                                                                     (Supporting Staff) Industrial Attachment

· Attend to all customers enquiries promptly

· Filing, updating and safe custody of customers mandate files

· Cross selling of all consumer banking products of the bank

· Working Knowledge of Microsoft Office Suite

· Customer Relationship Management

· Good negotiation, problem solving and conflict resolution 

· Sales and Marketing skills

· Good oral & written communication

· Team building

· Organisation

2000-2006
Bayse Construction Company                                                                                      Site Asst. Officers

Educational:

2013





   Higher National Diploma
   Office Technology and Management







   Lagos State Polytechnic Ikorodu, Lagos.
2008





   National Diploma 
   Secretarial Studies                            

                                                                       Lagos State Polytechnic Ikorodu, Lagos.
2002
Diploma in Computer Appreciation.         

    Microsoft word, Excel and Power Point.

    Pentagon Computer Network, Lagos.

2001

National Examination council (NECO)      


Odopotu Community Grammar School, Odopotu Ijebu, Ogun State. 

June 2000
West Africa School Certificate (WASSC) Ipakodo Grammar School Ikorodu Lagos State.

June 1998 
West African School Certificate (WASC), Western College, Yaba, Lagos State. 

Oct 1992
First School Leaving Certificate.






   Seventh-Day Adventist School

             




   Abule-Oja Yaba, Lagos.
Associations:
2013





  President 

National Association of Office Technology and Management.

Lagos State Polytechnic. 
2008 Asst. Welfare Director 07/08National Association of Secretarial Student.

                                                                      Lagos State Polytechnic.
Biodata:
Sex:


Male

Date of birth:

5th June 1983

Place of birth:

Lagos

Nationality:

Nigerian
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