ITUNUAYO OLUFUNKE OGUNDARE
ADDRESS: AYOBO IPAJA, LAGOS STATE. NIGERIA 
EMAIL: itunuayoogundare@gmail.com, Phone: 09071671333, 08163953222 
 
 PROFESSIONAL SUMMARY

Dedicated Administrative and Customer Service Professional with extensive experience in relationship management, data entry, office administration, and customer support. Highly organized, detail-oriented, and skilled in managing client interactions, resolving issues, and improving service delivery. Strong communication, multitasking, and problem-solving abilities, with a proven ability to work cross-functionally to enhance customer experience.

Experience 
Relationship Manager
Loyalty Solutions Limited, Lagos | Jan 2025 – Present
· Serve as the primary client contact, ensuring timely resolution of inquiries and service issues.

· Provide insights and feedback to enhance service delivery and customer satisfaction.

· Maintain strong client relationships and deliver personalized support.

· Collaborate with internal teams to improve overall customer experience.

Loyalty Support Officer
Loyalty Solutions Nigeria, Lagos | Oct 2022
· Entered, updated, and validated customer and transaction data across company databases.

· Corrected data errors and optimized information for accurate and timely processing.

· Created and maintained spreadsheets and backed up data regularly.

· Organized hard-copy records to ensure fast and seamless retrieval.

· Supported additional administrative duties as required.

 Customer Service Agent / Telesales
Jumia Nigeria, Lagos | May 2022
· Initiated outbound sales calls to prospective customers and promoted company products.

· Gathered and documented customer information, purchase details, and feedback.

· Addressed customer inquiries, recommended products, and ensured accurate communication.

· Maintained up-to-date knowledge of product offerings.

Data Entry / Administrative Assistant
Christian Brands Directory, Lagos | Jun 2021
· Captured and organized data from various sources into company databases.

· Screened information for accuracy and relevance.

· Assisted visitors, managed phone calls, and maintained departmental directories.

· Provided clerical support, managed correspondence, and maintained filing systems.

Airtel KYC Compliance Officer
Outcess Solution, Lagos | Jun 2019
· Conducted KYC due diligence and verified customer documentation using regulatory standards.

· Reviewed customer records for completeness and updated risk assessments.

· Processed and amended KYC records while ensuring compliance with internal policies.

· Communicated with internal and external stakeholders to obtain required documentation.

 Front Desk / Administrative Assistant
Amel Int’l Services, Ejigbo Lagos | Dec 2016
· Managed front-office operations including correspondence, phone calls, and visitor support.

· Scheduled appointments and coordinated meetings.

· Processed customer orders and billing information.

· Prepared travel documents and handled executive correspondence.

Travel Executive
Pitch Travels, Ajah Lagos | Apr 2015
· Handled customer travel inquiries, reservations, and ticketing.

· Provided guidance on travel requirements including visa, health, and insurance.

· Updated travel fares and maintained accurate customer and financial records.

Travel Consultant
Maple Travels, Lekki Lagos | Feb 2014
· Scheduled client travel arrangements and embassy appointments.

· Managed company correspondence and assisted customers with itinerary planning.

· Delivered customer service support and resolved inquiries.

Receptionist
Globacom Telecommunications, Ado-Ekiti | 2011
· Welcomed visitors, managed calls, and handled incoming mail.

· Responded to inquiries and ensured availability of office supplies.

· Maintained a clean and organized front office environment.

EDUCATION
· B.Sc. Business Management – In View

 School of Business and Trade (SOBAT)

· Diploma & Advanced Diploma in Airline Reservation

 Lagos School of Travels and Tourism

· OND Business Studies

 Gateway ICT Polytechnic

· SSCE/NECO — Comprehensive High School, Ayetoro

· FSLC — Children High School


KEY SKILLS
· Administrative Support

· Customer Relationship Management

· Data Entry & Database Updating

· Microsoft Office Suite

· Communication & Interpersonal Skills

· Multitasking & Time Management

· Problem Solving

· Record Keeping & Filing

· Bookkeeping

· Empathy and Customer Care


REFEREES
Available on request.

