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	Enthusiastic, Service-oriented and Gulf experience professional offering formal education, valuable experience, skills and attributes for a rewarding role in Human Resource, General Administration and Customer Service. Possess sound knowledge in handling HR related functions including Recruitment, Performance Appraisal, Reward Management, Compensation & Benefit, Training & Development, Employee Relations and with strong competencies in General Administration. Demonstrate enthusiasm, tenacity, and initiative in achieving performance goals, desirous for continuous learning with excellent analytical, coordination, organization, time management, problem-solving, interpersonal and communication skills and ability to adapt manage in a high pressured environment. Seeks a solid career foundation within a forward-thinking organization which offers challenging and broad training to use and develop skills.


	STRENGTH & SKILLS


	· B.Sc. in English Literature with 2 years experience
	· Competency in Human Resource/Customer Service 

	· Adept in Recruitment and Selection Process skills
	· Excellent Planning/Organizing/Time management

	· Exemplary Communication & Presentation skills
	· Capability to deal with phone and email inquiries

	· Ability to work under pressure & meet deadlines
· Self-starter-quick learner-flexible personality
	· Strong analytical and problem-solving skills
· Possess Integrity, Creativity, Honesty & Teamwork


	

	

	



Bachelor's Degree in English Language and Literature



     Nov 2012 – Sep 2016
Ebonyi State University, Nigeria


Certification:

Human Resource Management Certificate – Adams Academy, UK

      2019

	

	

	



Sales Associate – Leading Group of Companies



                     Jan 2018 – Present

Sales Associate – Jerome Boutique, Nigeria




     Feb 2011 – Nov 2011
	

	

	



	HR Assistant
· Assist the HR Manager for Hiring employees and process hiring-related paperwork.

· Provide assistant in the selection process including interviewing, assessing candidates, screening, and recommending finalists, filling the staffing needs within the set time frame. Conduct reference and background checks on applicants. 

· Execute recruitment plan by sourcing out well-qualified candidates from a variety of sources (advertisement, internal referral, job portals). 

· Maintain a filing system and a database containing prospective candidates for recruitment. 

· Handle exit interview, coordination with staff & department with regards to resignation when needed.
· Organize assessment on a regular basis for open vacancies in the organization. Maintain the Resignation & Termination File, administrative tasks in the HR Recruitment and handles mobilization.

· Coordinate with line managers and Recruitment Manager regarding mobilization of staff for the entire company answering all inquiries related to HR (new candidates and employees).
Customer Service

· Act as the first point of contact for customers while projecting a professional image at all times.  Skillful in providing first-class customer experience resulting in satisfaction, loyalty, and retention.

· Process customer transaction and respond to queries in a responsive, accurate and timely manner. 

· Resolves product or service problems by clarifying the customer's complaint, determining the cause of the problem, selecting and explaining the best solution expediting correction or adjustment, following up to ensure resolution. 

· Apply basic concepts, practices, and procedures of handling client’s complaints while meeting quality standards for customer services. Uphold proactive communication with customers through phone, e-mail or regular mail.

· Maintain records of customer interaction and transactions, document details of inquiries, complaints, issues, comments & actions are taken. Observe strict confidentiality of all company documents & reports.

· Confer with customers by telephone or in person to provide information about products or services, take or enter orders, cancel accounts, or obtain details of complaints.

· Keep records of customer interactions or transactions, recording details of inquiries, complaints, or comments, as well as actions, were taken. Check to ensure that appropriate changes were made to resolve customers' problems.

· Contribute to the establishment and development of the organization’s goodwill/reputation.


	

	

	



Sales Associate – Leading Group of Companies




   
· Welcomed customers, approaching potential buyers, offering advice, recommending products, explaining user instructions, collecting payments, and handling customer complaints.

· Monitored the product in the store. Ensure that merchandise is on proper displays, lock-unlock products and display the new collection accordingly to the standards of the store. 

· Identified what is in the window display, monitor stock levels, allocating alternative products available.

· Lead the sales team on the arrangement of retail goods and ensure the team is capable to arrange display according to the merchandising rules.

Sales Associate – Jerome Boutique, Nigeria




   
· Established a solution and ensure a smooth sales process. Helped customers to find and select the items as per their choices

· Helped develop new methods or strategies for the sales team to reach monthly goals to achieve revenue target and increase company profitability

· Provided customers product demonstrations and teach them all related features and benefits for each item which company offers

· Attended weekly sales team meetings and provide information to the management about the sales figures, goals and obstacles.
Executive Secretary - Diamond Youth Transformation Initiative of Nigeria (DYTI)

· Recommends and assists the coordinator in choosing members of staff of the organisation looking out for drive, passion and resourcefulness

· Plans and organizes, with the coordinator, social help programmes for the youth and students

· Systematically manages and maintains files of our client and students, maintains a record of organisation’s minutes and deliberations, tasks and agenda makes phone call to follows up on our sponsors & students.
· Proficient in MS Office application (Word, Excel, PowerPoint, Email application & Internet)
	

	

	



Nationality

:
Nigeria
Date of Birth

:
22nd April 1990 

Marital Status

:
Single
Visa Status

:
Employment
Languages

:
English
Reference

:
Available Upon Request[image: image2.png]
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