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PROFESSIONAL SUMMARY
Detail-oriented and organized graduate with 1+ year experience in administration, teaching, and 
manufacturing operations. Proven track record in record-keeping, inventory control, process support, 
and team coordination. Skilled in Microsoft Excel, data entry, and maintaining accurate documentation. 
Seeking an Inventory Manager / Operations / Admin role where I can apply my accuracy, accountability, 
and problem-solving skills to support business goals.

EDUCATION
Bachelor of Science, Environmental Management & Toxicology
Federal University of Agriculture, Abeokuta | 2017 – 2022
NYSC - NATIONAL YOUTH SERVICE CORPS l 2025 - 2026
 

PROFESSIONAL EXPERIENCE

Teacher / Administrator | Benvic | 2023 – 2024
- Managed classroom resources and administrative records for 100+ students
- Maintained accurate attendance, assessment, and issuance logs with 98% record accuracy
- Supported procurement and distribution of learning materials to ensure zero stockouts

Teacher | Mavlon School | 2022 – 2023  
- Delivered lessons and tracked student performance data using Excel and Google Sheets
- Coordinated classroom inventory of textbooks and materials, reducing loss by implementing check-in/check-out system

Teacher | Royal Choice School | 2021 – 2022
- Prepared weekly lesson plans and forecasts for teaching materials needed
- Enforced discipline and SOPs, ensuring accountability for school property

Operations Support | Imperio Cream Company | 2019 – 2021
- Supported production line operations and monitored raw material usage
- Assisted with quality checks and documented daily output reports

Operations Support | Durapack Nylon Company | 2017 – 2019
- Assisted in manufacturing processes and ensured compliance with safety procedures
- Conducted basic stock checks and reported discrepancies to supervisor

Operations Support | La Voltic Bottling Company | 2015 – 2017
- Participated in production line activities and packaging operations
- Supported inventory movement and record-keeping during shifts

Operations Support | Egan health care center | 2022
- My IT and where. I gathered more information and knowledge about treating people
- Supported inventory movement and record-keeping during shifts


SKILLS
- Inventory Management & Record Keeping
- Microsoft Excel, Google Sheets, Data Entry
- Stock Control, Cycle Counting, FIFO
- Administrative Support & Documentation  
- Communication, Teamwork, Time Management
- Problem Solving & Attention to Detail

LANGUAGES: English, Yoruba, Igala

REFERENCES
Available upon request
