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PROFESSIONAL SUMMARY	
Results-oriented Business Administration professional with over 7 years of progressive experience in manufacturing operations, production management, and business coordination across Nigeria and remote international environments. Proven ability to oversee end-to-end production processes, optimize operational efficiency, and maintain high standards of quality, safety, and cost control.
Strong background in team leadership, inventory management, financial oversight, and cross-functional coordination between production, procurement, and administrative units. Experienced in driving process improvements, supporting business growth initiatives, and ensuring timely delivery of operational targets. Adept at combining analytical thinking with hands-on operational leadership to improve productivity and organizational performance.

CORE SKILLS
· Production Planning & Supervision
· Budgeting & Cost Control
· Procurement & Inventory Management
· KPI Tracking & Operational Reporting
· Accounting & Financial Reporting (QuickBooks, BUSY, Peachtree, Google Sheets)
· Quality Control & Health & Safety Compliance
· Business Coordination & Workflow Optimization
· Team Leadership, Supervision & Staff Development
· Microsoft Office Suite
· Customer Relationship Management
· Remote Operations Coordination & Reporting

PROFESSIONAL EXPERIENCE
Admin officer / Operations Coordinator
Dliss Exclusive services Limited. (bakery), ogun state 
January 2023 – May 2026

· Oversee daily operations to ensure smooth production and administrative activities.
· Manage inventory and stock control, including raw materials, packaging materials, and finished goods.
· Coordinate procurement activities and maintain relationships with suppliers and vendors.
· Monitor production schedules to ensure products are manufactured on time and meet quality standards.
· Supervise administrative staff and production personnel, ensuring productivity and compliance with company policies.
· Prepare operational reports, including inventory reports, production reports, and performance analyses.
· Control operational costs by monitoring expenses and identifying cost-saving opportunities.
· Ensure compliance with health, safety, environmental, and regulatory requirements.
· Manage logistics and distribution, ensuring timely delivery of products to customers.
· Implement process improvements to increase efficiency, reduce waste, and enhance overall business performance.
· Oversaw production, quality control, inventory management, and daily operations 
· Managed budgets, cost control, and financial planning to ensure profitability 
· Built and supervised teams across production, operations, and administration 
· Developed and maintained relationships with suppliers, clients, and business partners 
· Ensured compliance with safety, quality, and industry regulations 
· Led business expansion, process improvements, and operational efficiency initiatives 
· Handled recruitment, staff training, and performance management 

Business Coordinator / Operations Coordinator
Harvest Foods Limited, Oregun, Ikeja, Lagos
July 2017 – November 2022
Business Coordinator / Operations Coordinator
· Coordinated end-to-end daily manufacturing operations across production, quality assurance, inventory, and procurement teams to ensure smooth workflow 
· Acted as the central point of communication between departments, improving coordination and reducing operational delays 
· Assisted in production planning, scheduling, and workflow organization to meet output targets and delivery timelines 
· Monitored operational activities and ensured adherence to company procedures, safety standards, and production guidelines 
· Tracked key performance indicators (KPIs) and prepared operational reports for management review and decision-making 
· Identified and helped resolve operational challenges such as material shortages, machine downtime, and scheduling conflicts 
· Supported continuous improvement initiatives aimed at increasing productivity, efficiency, and cost reduction 
· Maintained accurate operational records, including production data, inventory movement, and departmental reports 
· Collaborated with supervisors and managers to improve process flow and ensure consistent product delivery standards.


Production Manager
· Supervised production processes to ensure efficiency, quality, and timely output 
· Managed production schedules and ensured targets were consistently achieved 
· Improved productivity through workflow optimization and team coordination 
· Ensured compliance with safety and manufacturing standards 
Quality Control & Assurance Officer
· Conducted inspections and quality checks on raw materials and finished products 
· Maintained quality assurance documentation and compliance records 
· Ensured products met internal and customer quality standards 
· Supported continuous improvement initiatives in production quality 
Inventory Manager
· Managed stock control, warehouse operations, and inventory records 
· Monitored material usage and minimized wastage and stock losses 
· Coordinated procurement and ensured timely replenishment of materials 
· Maintained accurate inventory reporting and tracking systems 



EDUCATION
Higher National Diploma (HND) – Business Administration
Moshood Abiola Polytechnic, Abeokuta, Ogun State | 2013 – 2015
Ordinary National Diploma (OND) – Business Administration
Ogun State Institute of Technology, Igbesa, Ogun State | 2010 – 2012

CERTIFICATIONS
· World Education Services (WES) Credential Evaluation 
· Cisco Networking Academy – IT Essentials: PC Hardware and Software (2011 – 2012)

