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OLUWAFEMI      
E-mail- oluwafemi.383722@2freemail.com 


Gender: Male 

Objective:
A well-presented, industrious and highly personable individual with a sound understanding of human behaviour and management. Also I possess proven ability to supervise, motivate team members within the work environment. And as well has been able to work well as part of a team and can use my own initiative to contribute and learn from others, can work well under pressure in a highly reactive environment. Able to gain the trust of customers by interacting with people from all backgrounds.
PROFESSIONAL SYNOPSIS

CUSTOMER SERVICE

 
ADMINISTRATION                         

PERSONAL

Client Management


Reports & Document Preparation

Leadership

CRM Management


Operation’s Management   

Proactive

Complaint Handling & Resolving

Office Management


Optimistic
Customer Satisfaction

Staff Development & Training

Team Player


 Effective Communication Skills
                Policies & Procedures Manuals

Innovative

Teambuilding & Training


Meeting & Event Planning


Goal Oriented
Work experience:
ABASS TEMPERING INDUSTRY / LLC, Quasis, Dubai. In-Bound/Customer Service| October 2015 
· Handle clients' complaints, questions and inquiries concerning billing, products, equipment, claims, services and reports problem areas with the utmost degree of professionalism and courtesy with an aim to resolve issues of the customers within one call

· Deal with business transactions associated with new customer account activation on the terminal of the computer

· Provide alternative solutions with an aim to retain the customer's business

· Make financial decisions in order to manage customer accounts and collect or protect revenues

· Communicate and confer with customers by using various web based tools

· Work in single or multiple skill sets or queues over different channels of customer contact

· Use mechanized systems to handle customer request and organize as well as complete service orders

· Keep track of the improvement in the customer retention through programs and provided services

· Make recommendations on upgrades, features, rate plans and accessories as per the requirement of the clients

· Stay updated with the knowledge of each service, product and promotion

FIRST BANK OF NIGERIA PLC| Customer Service/Cashier| July 2012 – July 2015
· Ensuring all necessary document required are met before accounts are opened

· Treat of customer’s requests.

· Customer’s enquiry and problems resolution.

· Updating of customer's information

· Dissemination of information to customers

· Preparation of outstanding documentation list.

· Updating of account opening records, ATM report records.

· Signature verification of other bank's mandate

· Receive and Treat Customers’ request for Accounts Transfer.
· Posting of transaction (deposit & Payment ) through Finacle 10
· Cheques Posting and casting  
· Issuance and printing of drafts on customers' request 

· Timely rendition of statutory returns e.g. VAT, PAYE, WHT etc.

FEMI JOHNSON &COMPANY INSURANCE LTD| Customer service Officer| Jan 2011 – June 2012
Responsibilities:

• Receive and respond to customer service account inquiries on account balances, transaction details, statements and fees and charges. 

• Open new accounts/Closing accounts 

• Alterations to existing savings and cheque accounts

 • Inquiries for home, car and personal loans 

• Inquiries on internet services 

• Handling cash transactions and cash balancing

• Overseas transfers 

• Set up periodical payment authorities on accounts

• Change statement of account cycles

 • Identify customer needs 

PREMIER SUITE LOUNGE CAPITAL LTD, NIGERIA 2010 – Dec 2010
Receptionist 
· Greet and welcome guests as soon as they arrive at the office

· Direct visitors to the appropriate person and office

· Answer, screen and forward incoming phone calls

· Ensure reception area is tidy and presentable, with all necessary stationery and material (e.g. pens, forms and brochures)

· Provide basic and accurate information in-person and via phone/email

· Receive, sort and distribute daily mail/deliveries

· Maintain office security by following safety procedures and controlling access via the reception desk (monitor logbook, issue visitor badges)

· Order front office supplies and keep inventory of stock

· Update calendars and schedule meetings

· Arrange travel and accommodations, and prepare vouchers

· Keep updated records of office expenses and costs

· Perform other clerical receptionist duties such as filing, photocopying, transcribing and faxing

Key skills

· Computer literacy

· Excellent Customer service
· Excellent  Admin skill

· Driving

· Playing of musical instrument (Keyboard & Organ)
	   
	
	


Education and Qualifications
                                                                  Osun State Polytechnic iree, Osun State
2007 – 2010
                                     Business Information Systems/Computer Engineering




        Upper Credit {National Diploma}
2005 – 2009                                           Otuns Computer Educational Centre, Osun State, Nigeria

                                                                 Advance Diploma in Software Engineering

                                                                 Distinction 

2003- 2004                                              West African Senior School Certificate (WASSCE)

                                                                  Private November/December.       
TRAININGS AND COURSES ATTENDED

· Team building and customer relationship

: Getting result without direct authority-Persuasive Comm.


· Business writing and planning a presentation

 :Customer driven process improvement 


· Time Mgt and Prioritizing your time 

               :Analyzing Financial Statements Advance

· Goals and setting SMART Goals


               : Building & Upward relationships. 

· Building trust




               : Taking control of your stress optimizing your work life.        

Hobby/Extra curriculum:  

I love reading books

I love playing musical instrument (keyboard)

Traveling and meeting people.
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