AYODEJI ABISOLA OLANSHILE
Administrative & Virtual Support | Business Operations
Lagos State, Nigeria | 07049145240 | justbisola04@gmail.com
SUMMARY
Detail-oriented Finance graduate with practical experience in administrative support, business operations, and financial record-keeping. Brings hands-on experience managing digital enterprise operations, bookkeeping, customer communication, and transaction tracking. Adept at working remotely and independently with strong organization, confidentiality, and technical proficiency. Seeking administrative, virtual support, and finance operations roles.
EDUCATION
University of Ilorin | B.Sc. Finance (2023 – 2026)
WORK EXPERIENCE
Digital Business Owner | Lagos, Nigeria (Remote)  
2021 – Present
· Directed end-to-end business operations, including sales tracking, inventory oversight, and customer relationship management.
· Maintained accurate ledger records of revenue, expenses, and profit margins to monitor business financial health.
· Leveraged social media platforms and digital tools to drive customer acquisition and manage online sales funnels.
Freelance Administrative & Virtual Support | Remote/Lagos, Nigeria
2024 – Present
· Provide comprehensive virtual administrative support, managing client communications, digital scheduling, file organization, and task execution within strict deadlines.
· Perform foundational bookkeeping, transaction recording, basic budgeting, and expense tracking to support small business financial health.
· Manage online customer engagement, order coordination, and social media promotions to drive business visibility and sales.
Finance & Administrative Intern | Lagos, Nigeria (Hybrid)
GENERAL HOSPITAL IKORODU | August 2024
· Managed front-line communications with patients, efficiently resolving inquiries regarding billing, purchases, and hospital services.
· Maintained, sorted, and organized physical and digital records of patient billing and purchasing documentation.
· Handled sensitive financial data and department records with strict adherence to accuracy, data integrity, and confidentiality standards.
· Provided seamless day-to-day administrative support to optimize hospital operational workflows.
CORE COMPETENCIES
· Administrative & Virtual Support: Email & Calendar Management, File Organization, Client Communication, Data Entry, Remote Coordination. 
· Finance & Accounting: Bookkeeping, Transaction Recording, Expense Tracking, Basic Budgeting, Financial Record-Keeping.
· Tools & Software: Microsoft Office Suite (Word, Excel, PowerPoint), Google Workspace, Social Media Management.
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