ABDULKADIR ABDULAZEEZ TENIMU
ADMINISTRATIVE & OPERATIONS PROFESSIONAL
07035443660  |  08078440552   •   abdulabdulkadir0014@gmail.com   •   Kaduna State, Nigeria
PROFESSIONAL SUMMARY
Results-driven and detail-oriented administrative and operations professional with experience in production support, agricultural operations, inventory management, hospitality administration and staff supervision. Proven ability to maintain accurate records, coordinate teams, support field operations, manage materials and ensure compliance with workplace procedures. Reliable, hardworking and safety-conscious, with strong communication, organization and problem-solving skills.
	
PROFESSIONAL EXPERIENCE
PRODUCTION & PACKAGING ADMINISTRATIVE SUPPORT
West Africa Ceramic Industry, Ajaokuta, Kogi State   |   2017–2018
• Maintained daily production and packaging records with high accuracy.
• Assisted with inventory management of packaging materials and stock levels.
• Coordinated workflow with production supervisors to support smooth operations.
• Prepared reports and ensured timely, accurate documentation.
TRACTOR SUPERVISOR
Farmore Limited, Abuja   |   2019–2021
• Supervised tractor maintenance, servicing and field operations.
• Scheduled fieldwork and monitored equipment performance.
• Maintained maintenance records and fuel usage reports.
• Trained operators on safety procedures and workplace compliance.
• Responded promptly to equipment breakdowns and minimized downtime.
GUEST HOUSE ADMINISTRATOR / BAR MANAGER
Victory Guest Inn, Kaduna   |   2018–2019
• Supervised staff and daily operations.
• Maintained administrative records, inventory and stock control.
• Managed customer relations and supported service delivery.
• Ensured efficient operations and customer satisfaction.
OFFICE ASSISTANT (NYSC)
Ibadan North East Local Government Area, Oyo State   |   2024–2025
• Maintained official records and files with confidentiality.
• Assisted with stock control, resource allocation and general office operations.
• Handled official documents and correspondence professionally.
• Supported smooth execution of NYSC programme activities.
KEY STRENGTHS
• Reliable team supervision and coordination
• Accurate documentation and reporting
• Inventory and materials control
• Production and field operations support
• Workplace health and safety awareness
• Customer service and professional communication
EDUCATION
Higher National Diploma (HND) – Local Government & Management Studies
Kaduna Polytechnic, Kaduna State  |  2021–2023
National Diploma (ND) – Public Administration
Federal Polytechnic, Bida, Niger State  |  2015–2017
Senior Secondary School Certificate (SSCE)
Royal Crown Secondary School, Ajaokuta, Kogi State  |  2006–2012
First School Leaving Certificate (FSLC)
Royal Kiddies Nursery & Primary School, Ajaokuta, Kogi State  |  2001–2006
	
CORE COMPETENCIES
• Administrative Support
• Production & Packaging Operations
• Inventory & Materials Management
• Staff Supervision & Training
• Documentation & Reporting
• Microsoft Office (Word, Excel)
• Workplace Health & Safety
• Customer Service
• Teamwork & Communication
• Time Management & Organization
• Problem Solving & Decision Making
PROFESSIONAL VALUE
• Strong work ethic and reliability
• Ability to work under pressure
• Fast learner and adaptable
• Safety and compliance focused
• Committed to improving operational efficiency
NYSC
Office Assistant
Ibadan North East Local Government Area, Oyo State | 2024–2025
PERSONAL INFORMATION
Date of Birth: 1 July 1996
Sex: Male
Marital Status: Single
Local Government: Bassa
State of Origin: Kogi
Nationality: Nigerian
HOBBIES
• Football
• Meeting new people
• Listening to music
REFERENCES
Mr. Abdulkadir Abdul Karim
Civil Servant | 09019679655
Mr. Abdulkadir Anas
Excavator Operator | 07064555171
Inspector Sanusi Aminu
Nigeria Police Officer | 08037634007


Available for administrative, operations, supervisory, inventory and field-support opportunities.
