JOSEPH OLUFEMI ADEBAYO (FEMI)
Shogunro, Lagos State, Nigeria
📞 08168469676
✉️ olufemiadebayo751@gmail.com

PROFESSIONAL SUMMARY
Highly organized and proactive professional with strong experience in research, communication, and administrative coordination. Skilled in managing schedules, handling confidential information, and supporting executives with efficiency and discretion. Adept at multitasking, problem-solving, and maintaining professionalism in fast-paced environments. Passionate about delivering seamless administrative support and contributing to organizational productivity.

CORE SKILLS
· Calendar & Schedule Management
· Administrative & Executive Support
· Communication & Correspondence
· Event Planning & Coordination
· Research & Report Writing
· Confidentiality & Discretion
· Time Management & Multitasking
· Microsoft Office & Digital Tools
· Stakeholder & Client Relations
· Problem-Solving & Organization

PROFESSIONAL EXPERIENCE
Personal Assistant to Mr. Wale Adeshiyan
Nigeria | 2022 – 2023
· Managed executive calendar, appointments, and travel arrangements.
· Handled confidential correspondence, emails, and official communications.
· Coordinated meetings, prepared briefs, and recorded minutes.
· Acted as a liaison between the executive and internal/external stakeholders.
· Organized documents, reports, and records for easy access and efficiency.
· Supported decision-making by conducting research and preparing summaries.
Administrative Consultant
Dare Adebayo Global Foundation, Nigeria
2023 – Present
· Provided research support, documentation, and administrative assistance for academic and professional projects.
· Managed schedules, deadlines, and communications for multiple clients.
· Prepared reports, proposals, and structured documents with high attention to detail.
· Coordinated meetings and maintained organized records for efficient workflow.

Event & Project Coordinator (Freelance)
Nigeria
2021 – 2022
· Assisted in planning and executing events, including logistics, budgeting, and communication.
· Liaised with vendors, partners, and stakeholders to ensure smooth operations.
· Managed timelines and ensured all tasks were completed efficiently.
· Supported branding and promotional activities.
Manager
The Kuti Heritage Museum, Abeokuta, Nigeria
2020 – 2021
· Managed daily museum operations, payroll, and recruitment.
· Promoted exhibitions via digital platforms, increasing visitor growth.
· Maintained strong client relationships, improving retention and acquisition.
· Educated visitors and oversaw exhibition installations.
EDUCATION
· Masters in View, University of Ibadan
· B.Sc. Tourism & Event Management, Afe Babalola University, Ado Ekiti – 2019
· SSCE, Command Secondary School, Ibadan – 2013
PROJECT & RESEARCH EXPERIENCE
· Conducted an in-depth research study on community security operations in Ogun State, focusing on structure, challenges, and policy recommendations.
· Developed structured reports, proposals, and analytical documents demonstrating strong organizational and writing skills.
ADDITIONAL COMPETENCIES
· Strong interpersonal and communication skills
· Ability to work independently and under pressure
· High level of integrity and professionalism
· Tech-savvy with ability to learn new tools quickly

REFERENCES
Available upon request

