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Objective

I am a skilled communicator with the ability to effectively engage with individuals across all levels of an organization, fostering collaboration and understanding. With a strong aptitude for problem-solving, I excel at addressing workplace challenges promptly and effectively. My leadership qualities enable me to inspire and motivate teams, driving performance and engagement. Additionally, I am highly organized and detail-oriented, ensuring accuracy and efficiency in HR processes and documentation. I am passionate about creating positive work environments and supporting organizational success through strategic human resource management.

Skills & Abilities

Administrative Support and Office Coordination, Customer Service and Clients Relations, Communication Skills, Teamwork and Collaboration, Data Entry and Records Management, Microsoft Word, Excel and PowerPoint, Problem Solving and Attention to Details. 

Experience

2024-2025	Operations Executive
Five Thousand Miles 
Effectively engaged with international business executives to establish and nurture professional relationships.
Played a vital role in fostering cross-border collaborations by bridging gaps between diverse markets and business cultures.
Successfully coordinated and scheduled high-level meetings with international elites, ensuring efficient communication and alignment of goals.
Demonstrated exceptional organizational and interpersonal skills to manage client accounts and uphold the company’s reputation in the global business community.
Applied strong organizational and interpersonal skills to support operational efficiency. 

2022-2024	Human Resource Officer
OSEMSAS 
Assisted in recruitment, onboarding, and employees record management. 
Supported the HR team with payroll, training coordination, and documentation. 
Provided administrative support in HR functions including hiring, training, and HR operations.

2024 – 2025		             Customer Service Representative
Ace Supermarket 
Attended to customers enquiries and provided assistance to positive shopping experience.
Assisted customers with product information and directed them to the appropriate sections of the supermarket.
Responded to customer complaints and concerns professionally, helping to resolve issues where possible.
Supported daily supermarket operations and maintained effective communication with customers and colleagues.
Contributed to customer satisfaction by providing courteous, prompt, and reliable service.


Education

June 2022	BSc Political Science and International Relations 
Landmark University
Completed a rigorous curriculum in political theory, governance, and policy analysis.
Studied political systems, international relations, and public policy through a comprehensive curriculum. 
	

COMMUNICATION

Strong written and verbal communication skills, including the ability to provide constructive feedback and collaborate effectively with individuals across all levels of organization. 

Leadership

Ability to manage multiple projects simultaneously and meet tight deadlines, while maintaining the highest standards of quality. 

CERTIFICATIONS

PGD in Human Resource Management 
Associate of the Chartered Institute of Human Resource Management
Certified Personnel Manager
