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PROFESSIONAL PROFILE
Customer service and front-desk professional with over 10 years of practical experience supporting customers, handling payments, maintaining records, managing correspondence and providing day-to-day office support. Experienced in reception, complaint resolution, document preparation, cash/POS/transfer transactions and client relationship management. Holds an HND in Business Administration and is dependable, organised, approachable and able to work with minimal supervision.

CORE COMPETENCIES
	•  Customer Service & Client Relations
	•  Front Desk & Reception Operations

	•  Administrative & Office Support
	•  Complaint Handling & Conflict Resolution

	•  Cash, POS & Bank Transfer Transactions
	•  Records & Document Management

	•  Microsoft Word & Excel
	•  Telephone & Correspondence Management

	•  Active Listening & Problem Solving
	•  Organisation & Time Management



PROFESSIONAL EXPERIENCE

ROYAL CITY GLOBAL ESTATE LIMITED — Lagos, Nigeria  ( 2019 – 2026) 
Front Desk Officer / Customer Care
Receive and welcome clients and visitors, creating a professional and friendly first point of contact.
Prepare receipts and client-related documents accurately and efficiently.
Record income and expenditure and maintain up-to-date client and office records.
Manage telephone calls, messages and routine correspondence.
Provide customer assistance, respond to enquiries and support the smooth running of daily office activities.

KEDI HEALTHCARE  ( 2018 – 2019) 
Receptionist / Customer Service
Welcomed customers and visitors and provided front-desk assistance.
Issued receipts and handled customer payments through POS, cash and bank transfer.
Responded to customer enquiries and resolved complaints professionally.
Supported routine reception and administrative duties.

KLEINTOUCH CLEANERS — Ogudu Road, Ojota, Lagos  ( 2016 – 2018) 
Receptionist

Received and greeted customers entering and leaving the establishment.
Issued receipts and provided change to customers.
Received payments through POS, cash and bank transfer.
Handled and resolved customer complaints and enquiries.
Assisted with orderly packaging and handover of customers’ ironed clothes.

GOD'S GRACE SUPERMARKET — Jakande Estate, Mile 2, Lagos  ( 2015 – 2016) 
Sales ExExecutive. 
.  Welcomed customers and assisted them with their shopping needs.
Issued receipts, processed refunds and handled customer change.
Received payments through POS, cash and bank transfer.
Supported general sales-floor and customer service activities.

COVENANT GROUP OF Schools (2014-2015)
Nursery teacher
1. Design engaging lesson 
2. Teach core subjects 
3. Set clear rules, maintain a safe and orderly environment and supervise students during classes and breaks. 
4. Set homeworks, mark assignments and exams and give helpful feedback to improve students learning. 
5. Monitor students development 
6. Update parents and guardians on students progress
7. Act as a positive role model, teach basic life and hygiene habits and look out for safety and emotional well-being of the child. 

EDUCATION

HND, Business Administration  (2024 – 2026) 
Interlink Polytechnic, Osun State

OND, Business Administration  (  2021 – 2023) 
Grace Polytechnic, Surulere, Lagos State

S.S.C.E.  ( 2006– 2012) 
New Church Grammar School, Owo, Ondo State

ADDITIONAL INFORMATION
Languages: English, Yoruba, Igbo  
 Digital Skills: Microsoft Word, Microsoft Excel
Work Style: Organised, dependable, customer-focused and able to work independently.
References: Available upon request.
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