	LUCY DIALA


	Career Objective
To focus on specific problem solving in my field of expertise and to use my versatility and my will to grow toa maximum effect, maintaining set standards, adding value to the organization with the help of my adaptability skill and extensive knowledge working together as a team to focus and achieve organizational goals thereby enhancing my professional skills set in accordance with the organizational objectives.Have integrity as an imbibed lifestyle with good oral, written and communication. 

Employment History

CLARAJAYSON ENTERPRISE
Head of Sales
2023 –Till date
Duties:
· Handling cash
· Distribution of point of sales terminal (POS)
· Promotion of sales
· Record of sales


SYMBOLIC TECHNOLOGY
Front Desk Officer
2021 - 2023
Duties:
· Greeting and receiving visitors.
· Handling queries and complaints via phone, email and general correspondence.
· Transferring calls as necessary.
· Taking and ensuring messages are passed to the appropriate staff member in time.
· Maintaining diaries and arranging appointments.
· Typing, filing, preparing and collating reports.
· Organizing and servicing meetings (producing agendas and taking minutes.
· Prioritizing workloads. 
· Help in the day-to-day operations

Westgate Lifecare Limited, Lagos.
Beauty Advisor/Customer Service
2019 - 2020
Duties:
· Handle customer complaints
· Provide appropriate solutions and alternatives within the time limits, follow up to ensure resolution. 
· Keep records of customer interactions, process customer accounts and file documents. 
· Follow communication procedures, guidelines and policies. 
· Take the extra mile to positively engage customers. 
· Provide information about products and services.





National Youth Service Corps [NYSC]
Paseda Legacy Foundation, OgunState
Secretary
2017 –2018
Duties:
· Answering calls, taking messages and handling correspondence.
· Maintaining diaries and arranging appointments.
· Typing, filing, preparing and collating reports.
· Organizing and servicing meetings (producing agendas and taking minutes)
· Managing databases.
· Prioritizing workloads.
· Help in the day-to-day operations.




Education
Bachelor of Arts [B.A. Hons]
[Specialization in French Language]
Olabisi Onabanjo University, Ago-Iwoye,OgunState
2012– 2016

Senior Secondary School Certificate Examination [S.S.C.E]
Opebi Grammar School, Ikeja, Lagos
2004 - 2010

First School Leaving Certificate
Opebi Primary School, Ikeja,Lagos	
1998– 2004

Certification

Digital Marketing
Piston and Fusion Business Academy
2024



	Contact Details
Ogba, Lagos
Tel:+2348100088484
E-mail:lucydiala@yahoo.com


Language(s) 

English, Igbo and French

Skills
Social Media Marketing [SMM]
Email Marketing
Search Engine Optimization [SEO]
Pay-per-click [PPC] advertising
Ability to Work Under Pressure management.


Competencies	
Problem solving 
Administration and report 
generation 
Leadership
Ability to work under Pressure
Good team Player
Business Strategies

References
References available upon request 




