CHRISTIANA JAMES
Lagos, Nigeria | +234 916 654 3483 | christianajames634@gmail.com
LinkedIn: linkedin.com/in/christiana-james-0b4926287
PROFESSIONAL SUMMARY
Results-oriented Customer Service, Administrative and Operations Professional with over five years of experience in executive support, customer service, luxury retail, hospitality and restaurant supervision. Proven ability to lead teams of over 50 employees, manage office operations, coordinate executives' schedules, resolve customer issues, supervise daily operations and deliver excellent client experiences. Strong communication, leadership and organizational skills with proficiency in Microsoft Word, Google Workspace, CRM platforms and POS systems. Seeking Customer Service, Administrative, Executive Assistant, Office Administration or Operations opportunities in the United States, Canada or Nigeria.
CORE COMPETENCIES
Customer Service • Executive Assistance • Office Administration • CRM • Google Workspace • Microsoft Word • POS Systems • Team Leadership • Staff Training • Inventory Management • Calendar & Email Management • Data Entry • Client Relations • Conflict Resolution • Communication • Report Writing • Problem Solving • Time Management
PROFESSIONAL EXPERIENCE
Restaurant Supervisor | Scoulches
2025–Present
Supervised daily restaurant operations.
Led 50+ staff.
Resolved customer complaints.
Managed schedules, onboarding, inventory and compliance.
Maintained excellent service standards.
Executive Assistant | Bowale Living (Remote)
Oct 2024–Feb 2025
Managed calendars, emails and meetings.
Prepared reports and correspondence.
Coordinated executive activities and confidential records.
Sales Executive | Vidora Luxury Boutique
2020–2023
Delivered premium customer service.
Built lasting client relationships.
Upsold products and handled inquiries.
Managed inventory and daily operations.
Administrative Officer | The Good Granola
Mar–Jul 2020
Managed office records.
Handled supplier communication.
Supported production workflow.
Freelance Writer | GoodNovel
2024–Present
Authored and edited novels for an international audience.
Waitress & Trainer | Noir Restaurant & Bar
2018–2020
Provided fine dining service.
Trained new employees.
Handled POS transactions and guest concerns.
EDUCATION
B.A. English and Literary Studies, University of Calabar (Graduated August 2024)
CERTIFICATION
Copywriting – Alison
TECHNICAL SKILLS
Microsoft Word, Google Workspace, CRM Software, POS Systems, Internet Research, Data Entry
ADDITIONAL INFORMATION
NYSC Status: Not Yet Completed
Languages: English (Fluent), French (Basic), Spanish (Basic)
