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 A Secretary, Customer Service Officer, Admin & Sales position utilizing leadership, planning and communicating skills to contribute to increase profitability.
CAREER SUMMARY
Customer service professional with experienced positive team player, an excellent work ethic with over 3 years in-depth knowledge of customer service interacting with the public.Highly qualified in service based, hospitality positions requiring an emphasis on customer satisfaction in a fast paced environment. Committed to qualify performance with an ability to learn new procedures quickly and Abilities to motivate with a drive for excellence and achieved organizational goals 
· Administration                                 Workflow Management             
· Customer Relations                         Legal Documentation
· Billings                                                Managing E-mails
· Office Equipment                             Back and Front Office Operations
·  Staff Supervision/Training            Safety Inspection
·  Group Event Planning                     Travel coordination 15
      AIRFRANCE/KLM, Nigeria  
        Position: Customer Service                          
Job Description
· Use telephone to reach out to customers and verify account information.

·  Set-up customer accounts by recording account information.

· Maintains customer accounts by updating account information

· Attempt to persuade customer to reconsider cancellation.

· Resolves service problems by clarifying the customer’s complaint; determining the cause of the problem; selecting and  explaining the best solution to the problem; expedition corrections & adjustment

· Following up with the customer to ensure resolution

· Providing pricing and passing information

· Communicate and coordinate with internal departments

· Recommends potential service to management by collecting customer information and analyzing customer information and analyzing customer needs. 
Aero Contractors, Lagos Nigeria
Position: Secretary/Admin Assistant 
Job Description                                
· Dealing with telephone and email enquiries
· Scheduling and attending meetings, creating agendas and taking minutes
· Booking rooms and conference facilities

· Organizing travel and accommodation for staff, customers & other external contacts

· Manipulating statistical data

· Photocopying and printing various documents sometimes on behalf of other colleagues

· Ordering and maintaining stationery and equipment

· Deriving and maintaining office system

· Arranging in-house and external events

·  Keeping diaries and arranging appointmelation​​                                                                                                                                                                                                                               Lead City University,Oyo State, Nigeria.




2009 –2013 
          B.Sc Politics & International Relation
· ​​ Federal Government Girls College, Lagos State. Nigeria                       2000 - 2006
· A.O.C.O.E.D Staff School, Lagos State                                                     1994 - 2000     
PROFESSIONAL QUALIFICATION AND CERTIFICATIONS
· Lead City University, Nigeria.





2013 – 2014
POISE, Communication Skills & Customer Service Programme
· International Institute of Risk & Safety Management (IIRSM), UK
             2014 
       Certificate of Competence (HSSE)
·  Aegis Technologies 








2008       Certificate of Proficiency in MS Office Suites  


​​  Visa Status: Visit Visa . Relocation: Willingness to relocate. Marital Status: Single. Age:26
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