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PROFILE

Wish to have a position as a TEACHER ASSISTANT, result driven and dedicated professional with years of experience as a Customer Service Officer Proven good track in different aspect of sales with inter-personal skills and professional attitudes towards clients. Performing my roles with full dedication, integrity and care in other to contribute to the growth and image of the company.

KEY COMPETENCY

	· Passionate about service excellence

· Goal driven and result oriented

· Self motivated, good listener and integrity
· Energetic, extrovert, deft, sanguine

· Tenacious, friendly, teachable and calm even under pressure

Skills
· Strong knowledge of customer services and products segmentation, banking operations

· Strong interpersonal, negotiating and problem solving skills

· Very strong customer focus, service and orientation skills

· Good computer skill
· Ability to deal tactfully with an angry or upset individual
· Polite, approachable, adaptable and open to good ideas
· Ability to work as a team


WORK EXPERIENCED

1993-1996
ORUMBA NORTH LOCAL GOVERNMENT

Assistant Personnel Officer

Assistant Finance Officer
· Preparation of payment vouchers to contractors

· Preparation of payroll for staff

· Provides efficient administrative support for contractors and staff

Teaching. Orumba North Daycare/Nursery School

Duties:

· providing support to children with mathematics, reading and writing on an individual, class or small group basis

· helping to develop programmes of learning activities and adapting appropriate materials

· motivating and encouraging pupils

· assisting with marking and correcting work

· attending meetings and reviews

· helping with school events, and activities
· ECO BANK , THE PAN AFRICAN BANK (NIGERIA)
Cash/Bulk Teller 
Cash and Teller

Customers Service Officer.

2001-2016

Duties:

· Account transfer request.

· Account maintenances of all sorts.

· Custodianship for all cards.

· Custodian services for safe keep items.

· Cheque confirmation for in-branch processing.

· Account mandate linking with account operating instructions.

· Internet banking enrolment and modifications.

· Card dispute resolution.

· Timely acknowledgement of MICR cheque issued on the system

· Ensure timely and accurate processing of standing instructions

· Ensure timely responses to reference letters

· Print off-cycle customers’ statements for properly authorized requests and ensure charges are taken.

· Ensure effective utilization of physical assets at the customer service unit(file cabinets, till boxes)

· Maintenance of up-to-date registers for customers’ transactions and instructions as required under the existing policies and procedures.

· Ensure adequate controls over customer records

· Ensure zero fraud tolerance / error rates
· Provide appropriate banking and product advice to customers.

· Migrate customers to non-Branch channels by cross-selling electronic channels/services 

· Build effective relationships in-branch to ensure optimal customer experience in the customer’s branch- based interactions 

· Collaborate with branch RMs to achieve their sales and customer retention goals.

· Support all branch product and service campaigns. 

CUSTOMER SERVICE
· Serve as the primary point of contact within the branch for customers enquiries, receiving customers courteously and professionally.

· Deal efficiently with customer requests ensuring consistent feedback to customer until service request is closed.

· Assist customers to use electronic products.

Own customer complaints for the branch, and where these are not resolved within 24hours, referred timeously to supervisor.

TRAINING HISTORY

· Flexcube Software Training

· Western Union Money Transfer Training

· Integrity and Good Selling Skill Training

· Globus Software Training

· Basic product knowledge Training

· Fast and error free processing Training

· Excellent Customer Services Skills Training

· Training on Exceptional Customer Care Services




 
EDUCATIONAL QUALIFICATIONS

	INSTITUION ATTENDED
	QUALIFICATIONS OBTAINED
	DATES

	IMO STATE UNIVERSITY, OWERRI, IMO STATE.
	BACHELORS OF SCIENCE. (BS.C) BUSINESS MANAGEMENT.
	2003 – 2007

	UNIVERSITY OF NIGERIA, NSUKKA, ENUGU STATE.
	DIPLOMA IN PUBLIC ADMINISTRA-TION AND LOCAL GOVERNMENT.
	1997 - 1999

	COMMUNITY HIGH SCHOOL, NAWFIJA, ORUMBA NORTH L.G.A., ANAMBRA STATE.
	S.S.C.E. CERTIFICATE
	1986 - 1991

	ANSAR-UD-DEEN PRIMARY SCHOOL, ISOLO, LAGOS, LAGOS STATE.
	FIRST SCHOOL LEAVING CERTIFICATE.
	1979 - 1985


PERSONAL DETAILS

· Date of Birth:


16TH August 1974

· Language Proficiency:   

English

· Computer Skills:              
MS Office 

· Nationality:                       
NIGERIA

· Marital Status:                  
Single
· Hobbies:                                       Reading,Walking,Writing
