Sally S. Smith	123.456.7890

ARIKPO GODWIN OKOI
· 07037800552  17, Oluirolu Street, Ijesha   arikpogodwin1986@gmail.com
CUSTOMER / SALES MANAGER

Client Services | Customer Relationship Management | Account Management
Reliable, energetic and resourceful customer service professional with over five years of experience resolving customer complaints and promoting conflict resolution. Ability to cultivate key client relationships for multiple campaigns in diverse industries. Expertise in client services, account management, relationship-building and communication.

WORK EXPERIENCE
[bookmark: _GoBack]HP	2023/2024 till Present
Retail Sales Specialist
Responsible for managing 45+ accounts in manufacturing industry while ensuring quality service.
· Promptly respond to customer enquiries in person or via phone, email, mail or social media.
· Quickly and efficiently open customer accounts by accurately recording account data.
· Maintain financial accounts by processing customer adjustments timely and professionally.
· Increased customer base by 30% during the year 2024 due to the delivery of quick service.	

Oppo Mobile Phones Nigeria	2021/2023
Telephone Sales Representative 
Developed and improved the capabilities of sales representative team over the course of two years.
· Received 97% satisfaction rating from customers after completed phone or video call.
· Kept records of customer interactions, processed customer accounts and filed documents.
· Collaborated with team to quickly resolve customer complaints with appropriate action.
· Effectively managed approximately 100 incoming calls daily. 
National Inland Waterways Authorities 	2019/2020
Field Supervisor 
Used strong communication skills to collaborate with team members to ensure efficient service.
· Created and maintained office forms and procedures to assist with administrative tasks.
· Processed orders, determined charges, and oversaw billing and payments.
· Greeted and welcomed clients with a warm, friendly and positive attitude.
· Coordinated the repair and maintenance of office supplies and equipment bi-weekly.

Initiative for People`s Good Health	                                                            2018/2019
      Data clerk officer
· Maintains the customer database by entering new and updated information and preparing source files that they will run in computerized formats.
· Compiling all records into one file or table and sorting it based on criteria.






Initiative for People Good Health, 						2017/2018
      Office assistant
· Providing administrative support to colleagues and management 

· Managing and maintaining files, both physical and digital
· Handling incoming and outgoing mail, and phone calls
· Coordinating travel arrangements, meetings, and appointments 
· Preparing and editing documents, reports, and presentations
· Maintaining office supplies and inventory
· Managing office equipment and troubleshooting technical issues
· Providing customer service and support to clients and visitors
· Assisting with bookkeeping, invoicing, and financial records
· Performing various tasks as assigned by management
· Projects such as gathering information by phone, letter, email

Awotech Designs, Lagos  								2015 - 2017
Supervisor

	Strong Verbal and Written Communication. For teams to function effectively, supervisors must have strong communication skills.
	Strong Verbal and Written Communication 	An Always Learning Attitude.


Samform Builders, 									2013 - 2015

Supervisor
	Oversee the construction of projects and monitor activities at worksites.
	They manage crews, ensure health and safety codes are observed, and that work is completed to schedule.
	Our responsibility is to control and manage the construction site.




EDUCATION	
Cross River University of Technology
Bachelor in Architecture, September 2017

PROFESSIONAL SKILLS
· Mastery of Microsoft Office (Word, Excel, PowerPoint) and Google Suite (Docs, Sheets, Slides).
· Comfortable working in both Microsoft Windows 11 pro.
· Excellent communication skills with a focus on team-building and customer relations.
· Outstanding organizational, multitasking, and problem-solving abilities.
PROFESSIONAL MEMBERSHIPS
· National Institution of Architecture (2010/2011 – PRESENT) 
LANGUAGE COMPETENCIES
· English: native language
· Efik/ Yakurr
· Yourba



