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OBJECTIVE

To find a challenging and exciting role that will utilize my existing skills in customer service, sales planning and organizational operations management and strategy, whilst also taking the opportunity to develop new competencies that will be of mutual benefit.

PROFESSIONAL EXPERIENCE
Bank PLC

Customer Services

May 2013 – July 30, 2014
· Be the first point of customer contact

· To ensure the customers are provided timely/quality service

· Promoting and selling financial product and services to customers

· Help customers with statement of account

· To monitor and ensure the branch meets the service indicators

· To ensure that the customer correspondence is done timely and in accurate manner

· To keep tab on the customer complaints and ensure effective resolution

· Educate customers on alternative service access point

· To check customers balance enquiries

· Processing of cheques, cash, direct debit payments and withdrawals

· Assisting customers in the processing of fund transfer to third parties within the bank and other banks

· Assisting with the confirmation of cheques as required by customers mandate and confirming the lifting of NDS on account

· Accepting, verifying, posting of other bank’s cheque and scanning/inputting amount of OBC’s to H/O for clearing.
Qmb Builder’s Mart Limited

Sales Executive Analyst

January 2012 – April 2013

· Managed a team of analysts responsible for the collating, preparing, analyzing and summarizing of the daily, weekly and monthly sales accounts and reports

· Development of project objectives, budgets, work plans and implementation strategies

· Advise the Sales Manager on sensitive and priority issues on the products

· Collecting data with the finance team to create daily, weekly and monthly reports against key business indicators

· Identification of product improvements or new products by remaining current on industry trends, market activities and competitors

· Maintain quality service by establishing and enforcing organization standards

· Maintaining professional and technical knowledge by attending educational workshops and exhibitions; establishing personal contact

· Reviewing sales performance, aiming to meet or exceed targets

· Aligning selling process with company guidelines

· Submitting detail proposals and quotation to clients

· Providing regular and accurate sales forecast updates to Senior Managers

Mutual Benefit Life Insurance
Sales Executive

September 2009 – DECEMBER 2011
· Working as part of the sales team to develop both new and existing markets

· Identifying and then researching potential leads and opportunities

· Responsible for developing own portfolio of customers

· Contacting prospective clients by phone and email

· Identifying the customer’s needs

· Dealing with a diverse range of clients in the private and public sector

· Attending sales appoints at client’s premises
· To keep tab on the customer complaints and ensure effective solution

UNITY PRIMARY AND SECONDARY SCHOOL
TEACHER (health teacher)
September 2007 – OCTOBER 2008
· Teaching the children social studies(knowing about their immediate environment)
· Follow up  on their assignment

· Marking of their assessment 

· Coordinating the students
· Dealing with their customers complaintsand comment

INSTITUTIONS ATTENDED

NnamdiAzikiwe University Awka


:
2002 – 2006

Iseh Community Secondary School


:
1999 – 2001

Victoria Island Secondary School


:
1995 – 1999

E.C.W.A. Nursery/Primary G.R.A.

Katsina State





:
1990 – 1995

SUMMARY OF QUALIFICATIONS

B.Sc. Physics and Industrial Physics (2.2)

:
2006

West Africa Examination Certificate


:
2001

First School Leaving Certificate


:
1995

SKILLS SUMMARY

· Good communication skill

· Good interpersonal relationships

· Initiative

· Good analytical ability sound mind in sales

· Very organized

· Smart appearance and presentable

· Highly motivated

HOBBIES AND INTEREST

· Meeting people, traveling and learning new things.

REFERENCES

· Available on request

PERSONAL INFORMATION
Date of Birth

:
March 19, 1982

Sex


:
Female
Marital Status

:
Married
Nationality

:
Nigerian

Languages

:
English (Excellent reading and writing proficiency)





Igbo (Excellent reading and writing proficiency)
Visa Status

:
Long Term Visit Visa
