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CAREER OBJECTIVE

My immediate goal is to find a position at a company where | can grow and take on new challenges over time.
Ultimately, | would like to assume more management responsibilities and get involved in organizational strategy.
Importantly, | want to work for an organization where | can build a career

PERSONAL SKILLS

Open to new ideas and work well with others.
Effective Interpersonal and Communication.
Perform well under pressure.

Ability to work well under limited supervision.
Good communication and organizational skill.
Mature positive and professional altitude.

WORK PROFILE

WESCO BOUTIQUE LTD IBADAN, NIGERIA. 2016 - 2019
FASHION.
OFFICE ASSISTANT

Company background: Wesco Boutique Ltd is a fashion company with 12 branches in Southwest Nigeria. Serving
thousands of customers each year. The company prides itself as an epitome of speed, convenience, service and value, and
is one of the fastest growing fashion companies in Nigeria.

»  Handling incoming calls and other communications.

= Updating paperwork, maintaining documents and word processing.
u  Greeting clients and visitors as needed..

= Extending personal service to clients.

= Recording information as needed.

= Managing filing system.

= Helping organize and maintain office common areas.

= Performing general office clerk duties and errands..

= Organizing travel by booking accommodations and reservations needs as required.
= Coordinating events as necessary.

»  Maintaining supply inventory.

= Maintaining office equipment as needed.

= Aiding with client reception as needed

= Creating, maintaining, and entering information into databases..

RESUME




image2.jpeg
PAGE2

FIRST BANK OF NIGERIA PLC, IDO ANI BRANCH. 2015 - 2016
BANKING
BANK ENROLLMENT OFFICER

Company background: With over 10 million active customer accounts, and 750 business locations, First Bank is the most
valuable banking brand in Nigeria that provide comprehensive range of retails and corporate financial service to customers
and investors

a Conducting preliminary citizenship verification of applicants.

" Help in retrieval of forms from the system.

= Entering individual’s data accurately in accordance with information filled in the application

form.

" Re-checking the data in the system for a final review.

n Ensuring captured biometrics of individuals is accurate and good quality.

L Save all records in time.

" Guide applicants in completing individual registrations.

u Deliver registration records to sub-county headquarters.

u Perform any other duties that may be assigned from time to time.

/ACCESSORIES2DIE4, IBADAN. 2014-2015

FASHION ACCESSORIES

SALES ASSOCIATES

L] Responding quickly and resourcefully to customer requests or concerns

L Using suggestive selling techniques to increase sales.

L] Giving information to customers about products

L] Up selling and making recommendations to customers.

L] Serving multiple customers in a short period of time.

" Carrying out re-merchandising, display, price markdowns duties

L] Creating and maintaining long-term relationships with regular customers.

a Assisting in all store administrative task

" Taking care of the customers’ needs while following company procedures.

= Assisting customers with choices by providing them with information about products.
EDUCATION
RUFUS GIWA POLYTECHNIC OWO, ONDO STATE 2010-2012

HIGHER NATIONAL DIPLOMA IN HOSPITALITY MANAGEMENT TECHNOLOGY

RUFUS GIWA POLYTECHNIC OWO, ONDO STATE 2007-2009
NATIONAL DIPLOMA IN HOSPITALITY MANAGEMENT TECHNOLOGY

AKOLI GRAMMAR SCHOOL ERUWA 2003-2003
NATIONAL EXAMINATION COUNCIL
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