OKUNOLA ISLAMIAT OMOLARA
09069159445
okunolat567@gmail.com
Ogun State, Nigeria



PROFESSIONAL SUMMARY

A motivated and dedicated Business Administration graduate with experience in administrative support, customer service, sales coordination, and business operations. Skilled in client relationship management, record keeping, communication, and digital marketing through both SIWES experience and managing an online fragrance business. A fast learner with strong organizational skills and the ability to work effectively in corporate environments.

CORE SKILLS
• Administrative Support
• Customer Service
• Record Keeping
• Sales and Business Development
• Communication Skills
• Teamwork
• Time Management

EDUCATION
Bachelor of Science (B.Sc.) in Business Administration
Lagos State University (LASU)
2025

Status: Degree completed; official Statement of Result/Certificate pending issuance/collection.

SSCE (West African Senior School Certificate)
Seydam International School, Ibafo, Ogun State
2010 – 2016

Primary School Leaving Certificate
Al-Mumin Model School, Totoro Ibafo, Ogun State
2004 – 2010

WORK EXPERIENCE

Sales Coordinator
Online Fragrance Business
2022 – Present

• Manage sales of perfumes, body sprays, and fragrance oils

• Handle customer inquiries, complaints, and order processing

• Coordinate payments, deliveries, and customer follow-up

• Promote products through TikTok, Instagram, and WhatsApp

• Maintain customer relationships and sales records

SIWES Intern

Local Government Office, Ibeju-Lekki
2024

• Assisted with office administrative duties

• Managed documentation and record keeping

• Supported customer-facing and clerical operations

• Helped maintain office workflow and daily activities


PERSONAL ATTRIBUTES

• Professional and responsible

• Good communication skills

• Quick learner and adaptable

• Strong work ethic

• Team player


REFERENCES

Available upon request
