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SUMMARY__________________________________________________________________________________________________________
· Detail oriented professional with advanced proficiency in Microsoft Word, Microsoft Excel and PowerPoint with experience in customer service, and creating reports. 
· Strong problem- solving abilities, good communication, attention to detail and a customer-faced mindset well suitable for technical skills with a proven ability to streamline processes and drive results. 
· Skilled at managing client interactions, analyzing complex data and delivering actionable insights to support business decisions. 
· Proficient in Microsoft Word, Excel and PowerPoint for building executive-level presentations for data visualization tools to improve accuracy and optimize performance. 
· Adept at balancing technical skills with strong interpersonal abilities to deliver results in a fast-paced environment. 
SKILLS____________________________________________________________________________________________________________
Technical Expertise: Microsoft Word,Microsoft Excel, Microsoft PowerPoint, Graphics Design, Data Entry, Virtual Assistant. 
Tools and Software: Microsoft Office Suite, Microsoft Power BI, Google Workspace and spreadsheet, Email and Calendar Management. 

PROFESSIONAL EXPERIENCE______________________________________________________________________________________
AKIINYOSOYE MODEL COLLEGE (Class Administrator)Ondo State July 2023 – March 2026.
·  Managed the front office and provided administrative support to the Head and teaching staff 
·  Excellent communication and relationship skills, with good interpersonal skills and problem solving. 
·  Good leadership skills. Assisted in the preparation and distribution of school materials including information letters, calendar and exam schedules. 
·  Maintained confidential student and staff records, ensuring compliance with data protection and regulations.

GREYGULL CONSULTING & MANAGEMENT SERVICE LIMITED, (SECRETARY) Ado Ekiti. November 2022 – June 2023. 
·  Typing letters, filling, preparing and collating reports. 
·  Organizing files, preparing documents, managing office supply inventory. 
·  Scheduling meetings, preventing clashes, sending reminders. Prepare agenda, take minutes, share follow-ups.
·  Good customer communication, answer calls, reply to emails, pass message accurately.

PORTOFINO EATARY (HEAD OF DEPARTMENT) H.O.D Ado Ekiti October 2018 – October 2019
·  Balance cash registers and reconciled sales receipts to ensure the accuracy and completeness of financial records. 
·  Responded to customer inquiries and resolved complaints in a professional and courteous manner. Managed inventory levels and replenished stock as needed to ensure adequate product availability.
·  Operated cash registers at the point of sale to process customer transactions accurately and efficiently.
·  Good communication with customers.


A.O OKUNADE & CO (SECRETARY) Ado Ekiti MARCH 2013 - NOVEMBER 2015 
·  Organizing files and preparing documents, managing files and keeping things in order.
·  Responded to client inquiries and resolved complaints in a professional and courteous manner.  
·  Answering calls and scheduling appointments. 

EDUCATION________________________________________________________________________________________________________
HIGHER NATIONAL DIPLOMA (HND) IN COMPUTER 2022 
Federal Polytechnic Ado Ekiti, Ekiti State 
GRADE: Upper Credit 
NATIONAL DIPLOMA (ND) IN COMPUTER 2018 
Federal Polytechnic Ado Ekiti, Ekiti State 
GRADE: Lower Credit 

LEADERSHIPANDVOLUNTEEREXPERIENCE__________________________________________________________________________
· National Youth Service Corps July 2023 – July 2024

(Sensitization of Pupils about WHAT NEXT after secondary school, and how they can use Microsoft Word to write a letter and basic ICT) 
·  Tutor October 2019– July 2020
(Honneyx private school) 
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