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CAREER OBJECTIVE

Seeking a Position as Office Administration / Sales Coordinator & Customer Service in a fast growing company involved in an emerging technology where my education & experience will have valuable application.
OBJECITVE 

· 8+ years of experience in Office Administration, Sales Coordination and Customer Service with reputed organizations in Nigeria
· Qualified with Bachelor of Science (ED): Economic/Management

· Have excellent working skills in MS Office Applications

· Expert in handling people of diverse nationalities, and renowned for being an excellent team player

· Meticulous approach to work with good organization skills.

· Can handle multiple tasks effectively & very much flexible with time.

· Excellent spoken & written communication skills in English.
· Confident and capable of working on own initiative under strict deadlines.

· Ability to adapt to new environments and grasp work quickly.

· Well organized, systems oriented & have a strong attention to details.

· Efficient, smart, reliable and hardworking.

· Can work under pressure and meet deadlines.

Work Experienced
· Admin cum Customer Service, Reputed Firm, January 2008-December 2014
· Sales Coordinator, Cadbury Nigeria Plc, Nigeria, January 2006- January 2008

Job Profile as Admin cum Customer Service
· Coordinate all administrative and business details and make sure that they are properly done without delay. 

· Receive and Transfer incoming calls to the right department.

· Take appropriate messages of the various callers and forward the same to respective departments.

· Review and answer correspondence; File correspondence & other records.

· Data encoding, input, scanning and transcribing of all computer related information of the company. 

· Responsible for handling queries through faxes and mails. 

· Draft letters & reports on behalf of the company.

· Prepare contracts, internal memos and businesses letters.

· Prepare agenda or programs for meetings; organize meeting for the management. 

· Organize business itineraries; travel arrangements etc.

· Coordinate in purchasing office supplies. 

· Prepare and arrange office supplies and staff requirements. 

· Maintain and control confidential files and records. 

· Meet and direct the visitors greet customers, clients and direct the visitors to the appropriate department or division.

· Filing & archiving documents and make appropriate entries in computer.

· Performs other related tasks as may be assigned by the immediate superior from time to time. 

· Answer questions and solve problems for clients by listening, collecting data, and securing answers.

· Resolve client requests and questions promptly, courteously, and professionally.
Job Profile as Sales Coordinator

· Respond quickly and efficiently to incoming sales enquires by telephone, fax and email.

· Preparing detailed quotations according to customer enquiries.

· Prepare and process the sales order.

· Preparing delivery order and coordinating with customer on material deliveries.

· Coordinating with internal departments and resolving problem.

· Maintain current and accurate customer files and information.

· Educate Customers regarding the products and services.

· Customs clearance for inbound and outbound material.

· Maintain high level of customer retention. 

· Responsibility for preparing & sending quotations to clients and make follow up calls for status.

· Making entries about Orders and available stock preparing report and reporting to assigned officer.

· Send follow-up marketing materials and make follow-up calls to establish relationships with clients.

· Coordinate efforts to improve the customer experience at the point of sale. 

· Provide support to Sales and Marketing teams.

· Manage product sales growth and individual sales effectiveness by reviewing sales activity schedule.

educational HISTORY
· Bachelor of Science (ED): Economic/Management, 
Lagos State University, Nigeria

                 
 

technical skills

· Well experienced in MS Office applications.

· Peachtree package

· Eclipse software

· Internet applications & E-mail
personal dossier

Nationality

:
Nigerian
Date of Birth

:
11th June 1980
Visa Status

:
Visit Visa
Language Known
:
English
