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SUMMARY

Seeking a position as in accounting or customer services where extensive experience in business will contribute.  Possess high professional image and attitude towards customers and clients, with proven track record of achieving and exceeding targets. 
CAREER PROFILE
· Over five year of experience, working  in finance, banking, sales/marketing, customer services and administration

· Possess strong numeracy skills, with analytical, problem solving and good decision making skills

· Detail-oriented, efficient and organized professional with proven track record of delivering high quality services within deadline and targets
· Highly customer focused, with proven sales skills and an ability to empathise with the needs of different customers. Possess strong listening and rapport building skills, with great desire and ability to retain customers and exceeding their expectations
· Excellent ability to provide high quality administrative/secretarial support to a multifaceted team, including typing of letters, reports, 

· Great people skills and the ability to work well as part of a team, with excellent verbal and written communications skills at all levels
· Competent with Microsoft Office Suite, including word and excel spreadsheet 
EXPERIENCE 
Accounts Administrator: Von Aluminium Company, Lagos, Nigeria (2013 – 2015)
· Covered all aspects of purchase and sales ledgers including accounts payable functions for construction expenses, inputting  and creating invoices and assisted the payroll department
· Ensured compliance with accounting principles and deadlines 

· Managed credit control and undertook bank reconciliation

· Provided general administration, including answering the phone, ordering parts and filing of invoices and other accounts paperwork
Customer Services (Cashier): First Bank, Lagos, Nigeria (2012-2013) 
· Took payments and paid out money to customers
· Excellent till operation and cash handling skills 

· Improved customer processing and accounts by 40% 

· Attained better Product knowledge of all banking products
· Provided support to customers with personal banking (account management)

Customer Sales Executive: Dankort Travels Company, Lagos, Nigeria (2011-2012)
· Provided first point of contact for customers, interacting with them face to face in the office, over the telephone and at PR events. 

· Improved sale of high quality tailor-made itineraries for customers, through effective planning, selling and implementation of holiday packages. 

· Maintained 100% customer satisfaction by ensuring the product sold and the supporting information were of the highest standards, achieving repeat business 

· Kept in touch with product developments, with up to date commercial knowledge and understanding of travel, hotels/flights/infrastructure. 

Receptionist/Administrator: Sheraton Hotels Abuja, Nigeria   (2010-2011) 

· Provided reception and administrative support to all office staff, which involved face to face contact with customers, working with a multiple switch board, transferring calls, taking messages and passing them promptly to the appropriate member of the team 

· Participated in business and team meetings regarding service planning and to assist in the implementation and continual review of work systems.

· Carried out secretarial/admin duties including attending committee meetings taking notes, typing meeting minutes, letters, reports, scheduling meetings, sorting incoming and outgoing mails, photocopying, scanning, document binding, distributing incoming faxes, mail-shots, filing, archiving, mail shots, distributed office stationary, prepared meeting rooms and organised functions and events
EDUCATION
· West African Secondary School Certificate Exams (WASSCE) -1999 – 2005
· BSc in Accounting: Imo state University (2006 – 2010) 
PERSONAL DETAILS
· Nationality:

Nigerian

· Date of Birth:

04-06-1988

· Sex:


Female

· Marital Status:

Single 

· Visa Status:

Tourist Visa (Long Term)

· Language:

English 

DECLARATION: I certify that the above are true and correct to the best of my knowledge and ability. If given the opportunity to serve you, I would deliver a first class service, to the highest possible standards.
