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OLANREWAJU 
PROFILE OVERVIEW / SYNOPSIS
An highly organized, energetic & committed Administrative Head, Marketer, Social Worker and Customer Service Specialist  with 10+ years’ experience in fast paced working environments, known for her 110% loyalty, dedication and demonstrates excellent interpersonal skills, flexibility, and rapid decision-making ability.
CAREER OBJECTIVE
Seeking a challenging position in a progressive organization, where my multilayer management skills, strong 
organizational skills, educational background, diversified experiences, service-focused, and ability to work with people

could be maximized.
CAREER CONTOUR / HISTORY






Administrative Head


          2014 till Date

I am responsible for information management; medical, recruitment needs and office supply purchases and in some cases, project management. Supports operations by supervising staff; planning, organizing, and implementing administrative systems.

Duties:
· Maintains administrative staff by recruiting, selecting, orienting, and training employees;
· Maintaining a safe and secure work environment; developing personal growth opportunities.

· Accomplishes staff results by communicating job expectations; planning, monitoring, and appraising job results; coaching, counseling, and disciplining employees; initiating, coordinating, and enforcing systems, policies, and procedures..

· Providing good communication systems by identifying needs; evaluating options; maintaining equipment; approving invoices.

· Completes special projects by organizing and coordinating information and requirements; planning, arranging, and meeting schedules; monitoring results.

· Contributes to team effort by accomplishing related results as needed.

· Additional clerical responsibilities such as keeping employee attendance records, printing and sorting payroll checks and preparing recruiting materials.
DOMAIN SKILLS

· Organizational skills and customer service orientation: Critical thinking, decision-making and problem solving skills...Planning and organizing initiator

· Strong verbal and personal communication skills: Accuracy and Attention to details.

· Marketing Strategies & Campaigns

· Corporate Communications

· Creative Team Leadership

· Product Positioning & Branding

· Focus Group & Market Research

· Development of Training Materials

· Recruitment

· Employee relations

· Pay administration

· Performance management

· Employment legislation

· Financial report writing

· Equal opportunities

· Absence management
EDUCATION
Institutions                                     

                                           Qualification
                           Date
University Of Lagos
Bachelor of Science         Akoka, Lagos State             B Sc Sociology
              1999 - 2002
University Of Lagos
Diploma Certificate         Akoka, Lagos State    Social work And Administration         1995 - 1997

Akoka High school          Secondary certificate     Akoka, Lagos state         Secondary School Certificate            1987 - 1992

African Girl’s Princess Primary School, Certificate   Abule Oja, Lagos State   First School Leaving Certificate   1980 –1986
SPECIAL SKILL

Computer & IT

· Microsoft Ofiice (Word, Excel, Power Point)

· Internet  and Research

Language:

· English

 - Fluent

· Yoruba

 - Native

Strength:

· Good communication and social skills

· Self – motivation and honesty

· Decisive and forward thinking, with strong vision and strategic capability

· Excellent communication skills both wrttten and verbal.

· Motivational and credible with highly effective interpersonal skills.

· Ability to persist with a task intil objective is achieved.

· Strong and quick acquiring of new technologies.

Hobbies:

· Travelling

· Reading

· Music

· Counseling

· Training

PERSONAL DOSSIER.

Date of birth:    

 March 6th, 1974




Status:

Married
Nationality:

Nigeria






Religion:
Christianity

State:


Ogun






L.G.A:

Ijebu – Ode

Driver license:

Available

REFERENCES
· Available upon request.
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