KAMORUDEEN ALIMOT OLAYINKA
Administrative Assistant | Secretary | Receptionist
Lagos, Nigeria
Phone: 08102036155
Email: zeelimma@gmail.com

PROFESSIONAL SUMMARY
Highly organized and professional administrative personnel with experience across secretarial, receptionist, and administrative assistant roles. Proven ability to manage front desk operations, office coordination, documentation, and customer service in corporate, educational, and public-sector environments. Strong communication skills, proficiency in Microsoft Office, and the ability to adapt quickly in fast-paced work settings.

CORE SKILLS
· Administrative and Secretarial Support
· Front Desk Operations
· Office Management
· Scheduling and Calendar Coordination
· Customer Service and Client Relations
· Correspondence Handling (Email, Phone, Mail)
· Record Keeping and Documentation
· Microsoft Office Suite (Word, Excel, PowerPoint)
· Communication and Interpersonal Skills
· Time Management and Organization
· Team Collaboration and Adaptability

PROFESSIONAL EXPERIENCE
NYSC Intern
Lagos State Internal Revenue Service (LIRS), Lagos
2025
· Provided administrative support to departmental staff
· Assisted with tax profiling, documentation, and record management
· Supported tax computation and preparation of tax assessments
· Responded to client inquiries and assisted in resolving tax-related issues
· Participated in taxpayer education and public enlightenment initiatives
[bookmark: _GoBack]Trainer
Etiquette and Poise Protocol Resource Academy (EPPRA), Abule-Egba, Lagos
January 2024 – December 2024
· Delivered training on social skills, etiquette, and professional conduct
· Encouraged discipline, confidence, and positive behavior
· Maintained records and supported administrative training activities
Receptionist
Multichoice Nigeria Ltd, Oke-Aro Branch, Lagos
February 2022 – October 2022
· Managed front desk operations and welcomed visitors professionally
· Answered, screened, and directed incoming phone calls
· Responded to emails and customer inquiries promptly
· Received, sorted, and distributed incoming and outgoing mail
· Provided clerical and administrative support to staff
· Monitored office equipment and managed office supplies

EDUCATION
Bachelor of Arts (B.A.) in Philosophy
University of Benin, Benin City, Edo State
2023
Secondary School Leaving Certificate
Faithland College, Matogun, Ogun State
2014

VOLUNTEERING EXPERIENCE
· Volunteer, KOA Education Foundation (2016 – Present)
Library Coordinator responsible for organizing and maintaining library records
· Volunteer, Wellness and Counselling Committee
NYSC Orientation Camp, Iyana Ipaja, Lagos (Certificate Awarded)

INTERESTS
· Reading
· Community Service
· Meeting People and Building Professional Relationships
· Learning New Skills

REFERENCES
Available on request

