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        ADEBAYO]A well presented, articulate and confident individual with proven ability to provide exceptional customer service. Having an outgoing personality, good interpersonal skills and the ability to work in a multi-national team environment with confidence and minimal supervision.Service-oriented Customer Service, experienced in serving a diverse demographic, with a collaborative approach for attaining results. Extensive customer service experience includes problem-solving, research, and follow-up to ensure customer satisfaction.
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[bookmark: FRON DESK RECEPTIONIST
                 ]01/02/2025-CURRENT LAGOS NIGERIA
ADMINISTRATIVE MANAGER ARMSTRONG HOSPITAL

· Oversee daily activities across various departments to ensure smooth operations, patient flow, and resource allocation.
· Develop, implement, and monitor policies and procedures to ensure the facility meets all local, state, and federal healthcare laws, regulations, and accreditation standards.
· Manage hospital finances, including budget preparation, monitoring expenditures, revenue cycle management (billing and collections), and financial reporting.
· Lead, recruit, train, and evaluate a diverse team of administrative and non-medical staff. Serve as a liaison between medical staff, department heads, and governing boards to foster collaboration and a positive work culture.
· Plan and implement initiatives to enhance the quality of patient care, improve patient safety programs, and address patient complaints and satisfaction.
· Collaborate with leadership to develop and execute short- and long-term strategic plans and business development opportunities to ensure the hospital's sustainability and growth.
· Oversee facility maintenance, equipment functionality, and the effective use of healthcare information systems (HIS) and Electronic Medical Records (EMR)
10/01/2024 – 12/30/2025 Al Bida, TABUK, Saudi Arabia
ADMINISTRATIVE MANAGER NEOM SINDALAH MARISARA 
· Manage office supplies stock and place orders
· Prepare regular reports on expenses and office budgets
· Maintain and update company databases
· Organize a filing system for important and confidential company documents
· Answer queries by employees and clients
· Update office policies as needed
· Maintain a company calendar and schedule appointments
· Book meeting rooms as required
· Distribute and store correspondence (e.g. letters, emails and packages)
· Prepare reports and presentations with statistical data, as assigned
· Arrange travel and accommodations
· Schedule in-house and external events

[bookmark: _GoBack]14/03/2022 –  30/12/2023 DUBAI, United Arab Emirates
FRONT DESK RECEPTIONIST ZABEEL HOUSE BY JUMEIRAH HOTEL THE GREEN
·  Kept reception area clean and organizing to uphold professional office reputation.
· Offered knowledgeable, friendly support to in-office guests.
· Managing high volume of incoming calls from multi-line telephone system and document messages.
· Solving administrative and customer service issues with knowledgeable assistance and friendly support.
· Coordinating incoming and outgoing packages and mail to facilitate distribution.
· Wrote professional letters, memos and emails for internal and external business communication.
· Solving interpersonal problems and participating in different task.
· Monitoring building security, updated logs and issued visitor badges.
· Issued visitor and contractor passes and recorded visits on security system.
· Represented company and promoting brand with exceptional service and presentation.
· Assisted visitors with completing and submitting paperwork.
· Handling office petty cash and maintaining flawless records.
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  ]10/11/2020 – 01/02/2022 DUBAI, United Arab Emirates
FRONT DESK AGENT TOP GOLF
· Communicated problems regarding guest rooms to housekeeping services and maintenance personnel.
· Maintained excellent product and service knowledge to offer helpful customer guidance.
· Advised guests of current offers and promotions to up-sell services.
· Delivered first class customer care through polite, professional service.
· Applied local area knowledge to provide guests with information about dining options, sports   	events and live    	entertainment.
· Checked guests in and out and processed payments according to booking notes.
· Kept reception area clean and organized to uphold professional office reputation.
· Answered calls and routed to proper guest or department during switchboard operator absences.
· Offered knowledgeable, friendly support to in-office guests.
· Solved administrative and customer service issues with knowledgeable assistance and friendly support.
· Managed high volume of incoming calls from multi-line telephone system and documented messages.
· Represented company and promoted brand with exceptional service and presentation.
· Greeted each patient pleasantly and provided the desk sheet for sign-in.
· Set up office spaces, equipment and support services for client and team 	meetings.  	
· Updated systems with booking information to reflect accurate, current 	availability.

[bookmark: CUSTOMER SERVICE REPRESENTATIVE
        ]20/01/2016 – 30/10/2020 Lagos, Nigeria
CUSTOMER SERVICE REPRESENTATIVE SEAMAN COMMUNICATION VENTURES
· Resolved customer issues effectively, using strong interpersonal skills and conflict resolution techniques.
· Handled customer complaints, providing appropriate solutions to guarantee positive outcomes.
· Assisted customers with varying questions using product knowledge and service expertise.
· Maintained excellent client satisfaction by providing in-depth support.
· Answered customer telephone calls promptly and improved on-hold wait times.
· Obtained feedback from customers to improve service experience.
· Managed high-volume customer queries simultaneously through effective multitasking.
· Maintained customer happiness with forward-thinking strategies focused on addressing needs and resolving   concerns.
· Resolved customer complaints following guidelines and referred complex inquiries to team leaders.
· Handled phone, email and social media enquiries with consistent customer service across multiple channels.
· Assisted customers with product complaints, logging issues for investigation and providing replacement items.
· Advised customers on availability, pricing and location of products.
· Recorded information about inquiries and complaints within internal database.
· Provided warm, positive customer care from arrival to departure, encouraging return visits and repeat spending.
· Adhered strictly to policies and procedures for continued company compliance.
· Employed active listening and product expertise to successfully resolve inbound queries.
· Consistently achieved service rating targets, managing customer inquiries with personalized care and attention.
· Implemented customer follow up to uphold service standards.
· Applied conflict management to stressed and concerned customers.
· Maintained excellent working relations with numerous external clients, providing timely quotes and shipping information.
· Prepared necessary forms to complete transactions.
· Built customer rapport by providing friendly, genuine service, increasing customer retention.

[image: ] EDUCATION AND TRAINING
10/01/2013 – 06/02/2015 Lagos, Nigeria
MASTER DEGREE UNIVERSITY OF LAGOS
Website https://unilag.edu.ng/	Level in EQF EQF level 7

09/11/2006 – 03/12/2010 LAGOS, Nigeria
BACHELOR DEGREE UNIVERSITY OF LAGOS
Website https://unilag.edu.ng/	Level in EQF EQF level 6

10/03/2003 – 05/05/2005 Ilaro, Nigeria
DIPLOMA FEDERAL POLYTECHNIC ILARO
Website https://federalpolyilaro.edu.ng/	Level in EQF EQF level 5

10/01/2012 – 30/07/2012 Lagos, Nigeria
PROFICIENCY CERTIFICATE IN MANAGEMENT Nigerian Institute of Management
Website https://nim.ng/  Level in EQF EQF level 5
[image: ] LANGUAGE SKILLS
Mother tongue(s):	ENGLISH
[image: ] DIGITAL SKILLS
Team-work oriented	Good listener and communicator	Organizational and planning skills	Google Drive Skype	Microsoft Office	Microsoft Excel	Microsoft Word	LinkedIn	Zoom
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