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PROFESSIONAL SUMMARY

Motivated, results-driven, and detail-oriented graduate with a strong background in corporate communication, operations management, and customer relations. Proven experience in executing daily business administrative workflows, optimizing client fulfillment pipelines, and managing dynamic cross-functional communications. Highly adaptable professional equipped with analytical problem-solving capabilities, technical accuracy, and a disciplined approach to executing company objectives effectively both independently and within high-performing teams.
CORE COMPETENCIES

· Operations & Administration: Workflow optimization, professional record keeping, scheduling, and strategic planning.
· Customer Relationship Management: Client retention, professional communication, dispute resolution, and conflict management.
· Business Development & Sales: Inventory control, vendor negotiations, supply chain coordination, and revenue optimization.
· Quality Assurance & Compliance: Strict procedural adherence, precision reporting, data accuracy, and laboratory operations.
· Soft Skills: High emotional intelligence, proactive problem solving, time management, and collaborative teamwork.
PROFESSIONAL EXPERIENCE

Operations & Sales Manager
Footwear Retail Business | 2024 – 2026 (2 Years)
· Managed end-to-end retail business operations, successfully driving consistent revenue growth and managing client acquisition pipelines.
· Overseat inventory tracking, supply chain logistics, and strategic vendor negotiations to optimize profit margins and reduce operational overhead.
· Maintained rigorous sales records, analyzed customer purchasing metrics, and drafted operational financial reports.
· Formulated and executed digital sales and customer service strategies that maximized client retention and elevated brand loyalty.
Class Teacher & Administrative Coordinator
Divine Treasure School, Ogun State | 2021 – 2022
· Coordinated daily classroom operations, managed detailed academic performance databases, and ensured structured record maintenance.
· Communicated clear institutional milestones and developmental feedback proactively to stakeholders, students, and executive management.
· Assisted senior administrative staff with logistical scheduling, internal resource planning, and institutional organization.
· Collaborated with multi-disciplinary academic committees to improve operational delivery and execute collaborative initiatives.


Merchandiser 
Eleyor supermarket, Ogun State 
• Supported product display and presentation in assigned locations.
• Helped monitor product availability and stock levels.
• Maintained product visibility and merchandising standards.


[bookmark: _GoBack]Administrative & Account Officer 
Sparkle Paints Nig. Ltd ,Ogun s tate / 6 months 
* Maintained accurate financial and administrative records.
* Prepared invoices, receipts, payment records, and other financial documents.
* Handled daily administrative tasks and office documentation.
* Recorded and monitored income, expenses, and payments.
* Managed filing and proper documentation of company records.
* Monitored office supplies and supported general office operations.



INDUSTRIAL TRAINING EXPERIENCE

Laboratory Intern (SIWES)
Ohilux Laboratories | 6 Months
· Maintained continuous compliance with professional clinical procedural codes, safety standardizations, and quality control systems.
· Generated highly accurate laboratory documentation, analysis logs, and critical clinical data inputs with high attention to detail.
· Assisted laboratory teams in routine clinical tasks, testing preparations, and rigorous apparatus maintenance programs.
EDUCATION

Bachelor of Science (B.Sc.) in Anatomy
Ambrose Alli University, Edo State | 2022 – 2025
Developed advanced analytical processing, professional research methodologies, and precise database maintenance practices.
CERTIFICATIONS & TECHNICAL SKILLS

· Certifications: SIWES Completion Certificate (6 Months) – Ohilux Laboratories.
· Technical Tools: Microsoft Office Suite (Word, Excel, PowerPoint), Google Workspace, Inventory Management CRMs.
· Professional Skills: Executive Correspondence, Workflow Standardization, Records Administration, Team Leadership.
