ADEGBENGA, FAVOUR BENITA
Ayobo; Lagos State.
Telephone:	+2348140270344					Email: princessbenny561@gmail.com LinkedIn: https://www.linkedin.com/in/princess-benny-835741406
PROFESSIONAL SUMMARY
Results-driven Business Administration graduate with experience in Social Media Management, Digital Marketing, Executive Assistance, Administrative Coordination, Content Development, and Client Communication. Currently manages social media accounts for multiple brands, developing content strategies, creating engaging content, managing online communities, and tracking performance analytics. HubSpot Academy-certified in Social Media Management, with strong skills in digital communication, business operations, Microsoft Office, Google Workspace, and stakeholder management. 
EDUCATIONAL BACKGROUND
HND in Business Administration - Osun State Polytechnic; Iree, Osun State | 2023
WORK EXPERIENCE
Rising Breed Limited; Ikeja, Lagos State
Social Media Manager (Remote)			     			                   January 2026 - Present
· Manage social media accounts for multiple client brands across Instagram, Facebook, LinkedIn, and TikTok, developing and publishing 20–30+ pieces of branded content monthly to strengthen online presence, brand awareness, and audience engagement.
· Develop and execute social media strategies and monthly content calendars aligned with client objectives, target audiences, brand guidelines, and campaign goals, contributing to an average 25% increase in social media engagement across managed accounts.
· Create, coordinate, and optimize digital content, including social media copy, captions, graphics, short-form videos, promotional campaigns, and branded content, generating approximately 3,000–5,000 monthly impressions per active client account.
· Manage online communities and client audience engagement by monitoring comments, direct messages, mentions, and enquiries, responding to 15–25+ audience interactions weekly while maintaining brand voice, customer relationships, and timely communication.
· Monitor and analyze social media performance using platform analytics and insights, tracking reach, impressions, engagement rate, follower growth, and content performance, and preparing monthly client performance reports with recommendations for content optimization and campaign improvement.
RH-Jobs Consulting Limited; Iyana Ipaja, Lagos State
Executive Assistant								         August 2024 – November 2025
· Provided executive and administrative support to management by coordinating calendars, appointments, meetings, correspondence, and follow-ups, effectively managing 20+ scheduled activities and administrative requests weekly.
· Managed professional communication with clients, candidates, and business stakeholders through email, phone, and digital communication channels, handling 30+ enquiries and follow-ups weekly while maintaining timely and professional responses.
· Prepared and maintained executive documents, reports, presentations, meeting notes, correspondence, and business records, consistently maintaining 95%+ accuracy and ensuring critical information was readily accessible.
· Coordinated meetings, interviews, appointments, and business activities, communicating schedules and follow-up actions to relevant stakeholders and helping reduce scheduling conflicts and missed appointments.
· Maintained confidential digital and physical records, organizing 500+ client, candidate, and business documents while improving document retrieval, information tracking, and overall administrative efficiency.
6:45 Hotel and Suites; Abule Egba, Lagos State
Administrative / Operations Support			        			         		April 2023 – July 2024
· Managed daily administrative and operational activities supporting hotel operations, including scheduling, internal communications, documentation, staff coordination, and routine follow-ups.
· Prepared monthly management reports, operational updates, and administrative documentation, providing accurate information to support management planning, performance monitoring, and decision-making.
· Coordinated communication and task follow-ups between hotel staff, management, vendors, and external service providers, ensuring timely resolution of operational requirements.
· Supported the coordination of hotel events, meetings, guest-related activities, and internal programmes, ensuring effective administrative and logistical arrangements.
· Handled enquiries and requests from guests, staff, vendors, and other stakeholders, providing timely responses and escalating operational issues when necessary.
· Maintained accurate administrative, operational, and service records, improving document accessibility, information flow, and accountability across day-to-day hotel activities.
· Monitored outstanding administrative tasks and operational requests, following up with relevant personnel and service providers to minimize delays and maintain smooth service delivery.
PROFESSIONAL SKILLS AND COMPETENCES
Social Media & Digital Marketing: Social Media Management, Social Media Strategy, Content Creation, Content Planning, Content Calendar Development, Copywriting, Community Management, Audience Engagement, Brand Communication, Digital Marketing, Social Media Analytics, Performance Reporting, Campaign Coordination

Executive & Administrative Support: Executive Assistance, Administrative Coordination, Calendar Management, Appointment Scheduling, Meeting Coordination, Email & Correspondence Management, Document Preparation, Report Writing, Records Management, Data Entry, Task Follow-up, Confidential Information Management

Business & Client Support: Client Relationship Management, Customer Service, Stakeholder Communication, Business Communication, Online Research, Information Management, Team Coordination, Problem Solving, Business Operations Support

Digital & Office Tools: Microsoft Word, Microsoft Excel, Microsoft PowerPoint, Google Workspace, Email & Calendar Platforms, Video Conferencing Tools, Digital Collaboration Tools, Social Media Platforms

Professional Competencies: Written & Verbal Communication, Organization, Attention to Detail, Time Management, Multitasking, Creativity, Adaptability, Professionalism, Confidentiality, Critical Thinking, Initiative, Teamwork
CERTIFICATIONS AND TRAININGS
Soft Skills Training — Jobberman | 2022

Social Media Management Certification — HubSpot Academy | 2026


