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	   ODEWALE    
E-mail: odewale.333884@2freemail.com   

	                                                                    RESUME

	

	      

	     PROFESSIONAL SUMMARY
	 

	Professional Business Administrator with a comprehensive knowledge of payables receivables office administration and human resources. Proficient in computer productivity software departmental budgeting procedures and general management skills. Possesses a strong understanding of the relationship between office personnel and the necessary tools for maximum productivity.
CORE COMPETENCE

· High proficiency in operating and general maintenance of office equipment

· Able to multi-task

· Experience in sales administration

· Marketing experience

· Meeting coordination

· Company leisure activities direction

· Clerical support



	
	

	
	

	                                           Professional Experiences
	 

	
	

	
	

	
	

	YOBE STATE BOARD OF INTERNAL REVENUE   ( May 2015 to May 2016)
	

	Designation: Duties and Responsibility
· Responsible for ensuring appropriate record keeping, filling and documentation of all organization mails and corresponding.

· Responsible for management of all personnel matters such as training, annual leave, discipline, recruitment, welfare and general services.

· Responsible for the collection and processing of utility bills.

· Responsible for supervising all junior staff including clerical staff drivers, cleaners, securities etc.
· To carry out any other duties as may be assigned by the coordinator.
· Manage office assets, including vehicles, generating plant and office premises.
ESSENTIAL PROFICIENCIES
· Ability to think broadly across business to establish clear strategies, plans and goals in line with organization vision and policies.
· Result – focused with proven regard for team synergy.
· Excellent communication (oral. Written and presentation) and interpersonal skills, innovative, confident and graceful under pressure.
INTEREST
· Human resources managements
· Procurement

· Facilities management

	
	

	 
	Qualification & Skills
	 

	

	
	

	· B.sc in Business Administration University of Lagos Nigeria (2015)
· Computer training 
· Senior Secondary School Leaving Certificate  
· Primary School Leaving Certificate 



	MS Office Word, Excel, PowerPoint, Access, Outlook, One Note and Internet Explorer, MS Windows.

	Languages Known

	Fluent in English (Read, Write & Speak) 
Fluent in Yoruba (Read, Write & Speak)

	Interests & Hobbies

	Reading, self-help, Travelling and meeting new people.


	Nigeria passport      
	Single
	Male

	           Tourist  Visa   
	
	D.O.B. 18/04/1990


*Supporting Documents and referees will be provided on request *
NOTE: Currently on my own visa not school visa.
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