IBRAHIM TAIWO FAROUQ
 Ilorin Street, Surulere, Lagos State, Nigeria.
Mobile Phone: 08103394311   E-mail: Taiwo4real13@gmail.com


CAREER INFORMATION
[bookmark: _GoBack]Highly Resourceful and Enthusiastic Professional with a track records of providing administrative and customer support to drive competitive growth, also possessing an ability to deliver potential solutions to products and services related problems.

Now ready and qualified for the next stage in his career and looking forward to making a significant contribution to the growth of an ambitious company. 


WORK EXPERIENCE
September 2022 – Present          GLOBAL POINTS AND TOURS                     Mushin, Lagos state.
www.globalpoint.com
Administrative Officer	
· Assists with Preparation of scheduled Report.
· Provides Support to clients and employees
· Provides Administrative support to ensure efficient operation of the management office
· Managing and resolving daily clients’ requests, enquiries and issues, and ensuring that those issues are appropriately and promptly escalated for resolution
· Recorded all queries and resolved assigned incidents within pre-agreed timescales.


 April 2019 – August 2022            BHN ENTERPRISES                             MUSHIN, LAGOS STATE
                                                                             www.bhnenterprises.com
                                                                              Executive Assistant
· Managed and distributed information among their co-workers
· Prepared monthly state claim form for reimbursement
· Managed workflow and ensure that deadlines are met and work is completed correctly
· Scheduled, coordinate, maintain meetings/appointments.
· Managed the daily activities of the executive office.
· Provided general administrative support
· Prepared reports, memo and other documents 




March 2018- April 2019                             SABOS INTERGRATED COMPANY      IKOTUN, LAGOS STATE
 www.sabosintergarted.com
                                                                         Graphics Designer
·  Communicated with the management about layouts and design to help better the company
· Illustrated concert by designing examples of art arrangement and submitting them for approval.
· Coordinated with external vendors for examples printing agency, web designers and marketers as necessary.
· Contributed to team effort by accomplishing tasks as needed.
· Created a wild range of graphics and layouts for product illustrations, Company logos on website.

CORE SKILLS AND COMPETENCIES
· A creative approach with the ability to improvise when necessary
· Ability to meet tight deadlines
· Key knowledge of office and People Management.
· Problem solving and time management skills
· Good Microsoft Office suite.
· Ability to work collaboratively and independently 
· Customer relationship management skills
· Strong oral and written communication skills, including networking ability
· Good Graphic Design tools
· Key Knowledge of administrative support, report writing and documentation
· Ability to take challenges, learn new things and adapt quickly
· Ability to make clear and informed decisions.



EDUCATION
2016-2018                     YABA COLLEGE OF TECHNOLOGY,                               Yaba, Lagos State
                                                       www.yabatech.edu.ng
                                                          National Diploma in Mechanical Engineering

2015                       FEDERAL SCIENCE AND TECHNICAL COLLEGE             Yaba, Lagos State
                                                        www.fstcyaba.sch.ng
                                                           West African Senior School Certificate Examination.
        




