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OLAITAN 
EMAIL: olaitan.370398@2freemail.com 
Dubai, UAE
PERSONAL DATA
· Date of birth

: 15th September, 1980
· Gender 

:Female
· Nationality

:Nigerian
· Marital status
:Single
· Visa status

:Tourist visa
· Language

:English (very fluent)
 RECEPTIONIST/ADMIN ASSISTANT
CAREER OBJECTIVE
Touse myknowledge,skills andabilitytoget intoa position that will enable me to perform my duties effectivelyandefficientlytoincrease the integrityofthe companyIwork with, tolearnnewskills andworkas a team withmycolleagues andtogoabovesetup standards.
KEY SKILLS
· Highlyflexible andopento newideas- striving to meetandexceedsetgoals.
· Constantlypraised for mypassionfor customersand liveliness.
· MicrosoftOffice competence
· I love tolearnnew cultures,amveryfriendlyandsociable/greatteamplayer.
· Excellentcommunicationandlisteningskills.
· Language skills [English-veryfluent:written,spoken,reading].
· Multitasking-can workunder pressure withlittle or nosupervision
· Leadership and training skills
PROFESSIONAL EXPERIENCE
REMAINS TECHNOLOGIES LTD       LAGOS-NIGERIADec 2009 – Mar 2013
RECEPTIONIST
· Managing outbound calls and incoming calls and directing them to various departments.
· Welcoming  all visitors by greeting them, and directing them to the various departments
· Coordinating with the management by formulating activity and results reports.
· Answer all incoming customer service enquiries and advise customers on the appropriate action.
· Maintaining security by following procedures and ensuring all guests write their details on logbook.
· Receive and sort mail deliveries
· Ensure smoothness of interviews ,recruitments and communication
· Ensure all files are well organized and arranged
· Travelling Arrangement for CEO/MD
· Appropriate filling of documentation
· Bank cheque and cash deposition
· Minutes taking in meetings
ELECTROMART RETAILS STORE
LAGOS, NIGERIA
Oct 2013 – Nov 2016
RECEPTIONIST
· Welcoming guests
· Selling, stocking, cashiering and other payment responsibilities
· Up-selling products in the showroom and  even outdoor supplies
· Makingreports andInventory
· Provided exceptionalCustomer Service
· ConstantlyreviewingCustomerSatisfaction
· Handling customers  complains
· Handling inward telecommunication 
EDUCATION AND QUALIFICATION
2005-2007:
Higher National Diploma in Banking and Finance at College of Technology, Osun, Nigeria
2002-2004:
Diploma in Banking and Finance at College of Technology, Osun, Nigeria
1994-2000:
Secondary School Certificate at Gbagada Grammar School, Lagos, Nigeria
COMPUTER SKILL
Microsoft Word
HOBBIES AND INTEREST
· Meeting and interracting with people
· Sports
· Travelling
REFERENCES
Available upon request
DECLARATION
I hereby declare that all the information given above is authentic to the best of my knowledge.
OLAITAN, 
�












