JOSEPH GLADYS IYANUOLUWA
CUSTOMER SUPPORT | CUSTOMER CARE | CUSTOMER SERVICE REPRESENTATIVE
Abeokuta, Ogun State, Nigeria  |  07047679691  |  07052227124  |  josephgladys135@gmail.com
PROFESSIONAL SUMMARY
Customer-focused and organized professional with experience in customer service and administrative support. Skilled in communicating with customers and stakeholders, responding to enquiries, maintaining records, handling financial transactions, and supporting day-to-day operations. Strong verbal and written communication, active listening, attention to detail, and problem-solving abilities. Comfortable working independently and with teams, managing multiple responsibilities, and maintaining professional relationships. Proficient in Google Workspace, Microsoft Word, Microsoft Excel, and Zoom. Seeking a remote Customer Support, Customer Care, or Customer Service Representative position.
CORE SKILLS
•  Customer Service & Customer Support  
•  Customer Care  
•  Customer Communication  
•  Customer Enquiry Handling  
•  Client Relationship Management  
•  Administrative Support  
•  Data Entry & Record Keeping  
•  Documentation  
•  Problem Solving  
•  Active Listening  
•  Written & Verbal Communication  
•  Follow-Up & Coordination  
•  Cash Handling  
•  Attention to Detail  
•  Time Management  
•  Team Collaboration  
•  Remote Communication
PROFESSIONAL EXPERIENCE
CUSTOMER SERVICE REPRESENTATIVE | Better Days Hotel, Kola, Lagos
August 2020 – December 2021
• Attended to customers and responded professionally to their needs and requests.
• Communicated with customers to understand their needs and provide appropriate assistance.
• Maintained a courteous and professional approach during customer interactions.
• Supported smooth day-to-day customer-facing operations.
• Handled financial expenses and cash-related responsibilities accurately.
• Maintained records and supported the organization of store-related activities.
• Worked with management and other staff to support efficient daily operations.
SECRETARY | Divine Connection Model School, Badeku, Ibadan, Oyo State
August 2014 – February 2018
• Provided administrative and secretarial support to management.
• Communicated regularly with parents and guardians regarding enquiries, students' progress, and concerns.
• Maintained professional communication with parents, students, teachers, and management.
• Maintained and organized records relating to students and school activities.
• Handled financial matters involving management and students.
• Supported the coordination and organization of school activities.
• Followed up on relevant student and administrative information and communicated updates appropriately.
• Maintained positive working relationships with parents, students, colleagues, and management.
TECHNICAL SKILLS
• Google Workspace: Gmail, Google Docs, Google Sheets, Google Drive, Google Meet
• Microsoft Office: Microsoft Word, Microsoft Excel
• Video Conferencing: Zoom
• Digital Documentation
• Data Entry and Record Management
EDUCATION
Federal University of Agriculture, Abeokuta — Bachelor of Environmental Management and Toxicology (B.EMT), 2024
ADDITIONAL TRAINING
HP Foundation Customer Experience (2025)
PROFESSIONAL STRENGTHS
Excellent verbal and written communication  •  Customer-focused approach  •  Strong interpersonal skills  •  Active listening  •  Attention to detail  •   Ability to work with minimal supervision  •  Adaptability  •  Professional and courteous communication
REFERENCES
Available upon request.
Joseph Gladys Iyanuoluwa | Customer Support CV
