														OLAIYA RIDWAN BOLAJI
					Telephone: +2348028490974,& +23470e7549803
            E-mail: olaiyaridwan25@gmail.com
                              olaiyaridwan54@yahoo.com
Ajegunle, Apapa.
________________________________________________________________________________________
PROFILE
Motivated and detail-oriented professional with 10+ years of experience in administration, education, and volunteer coordination. Demonstrates strong leadership, people management, and communication skills with a growing interest in talent acquisition and recruitment within the education industry. Actively upskilling in project management, social media strategy, and cybersecurity to support a career transition into tech-focused advanced educational roles.
_________________________________________________________________________________________________
CORE COMPETENCIES
· Tech Recruitment (in progress)
· Organizational Administration
· Social Media & Online Presence Management
· Candidate Relationship Management
· Leadership & Team Building
· Volunteering & Civic Engagement
· Project & Time Management
· Communication & Mentorship
· Emotional Intelligence
· Microsoft Office & Basic IT Skills
______________________________________________________________________________________
PROFESSIONAL EXPERIENCE
Administrative Officer
· Almubins International – Feb 2014 – Present
· Acted as liaison and representative across multiple branches
· Managed assets, payments, and documentation processes
· Created a project-specific account management system
· Designed a document archive system for improved access and transparency
· Led the setup of a new business subsidiary
· Managed organizational social media platforms.
History & Civic Education Teacher,
· Muslim Association of Nigeria Secondary School, Surulere – Oct 2024 – Present.

CEO & Operations Manager,
· Olaiya Transport Company – Nov 2018 – 2022
· Oversaw daily transport logistics and coordinated operational planning.

Chief Imam
· Seven Up Bottling Company Central Mosque, Ijora – Aug 2019 – Present
· Provided mentorship and spiritual leadership
· Prepared and delivered sermons weekly
NYSC Teacher – English & Civic Education
Government Day Senior Secondary School, Kiri, Jigawa State – Nov 2012 – Oct 2013
_______________________________________________________________________________________
VOLUNTEER EXPERIENCE
· Tutorial Coordinator for Year 1–4 Students – 2012
· Election Observer – Centre for Democracy and Development – 2019
· Election Monitor – Lagos Youth Community Development Initiative – 2021
· National Health Volunteers – 2018
· Gift of the Givers (South Africa) – 2018 to Present
· Gifting Without Borders – 2020 to Present
________________________________________________________________________________________
EDUCATION
· MSc Political Science – University of Lagos – Expected 2024
· PGD in Education – National Teachers Institute – Expected 2024
· BSc Political Science – University of Ilorin – 2012
· SSCE – Araromi Secondary School – 2007
· FSLC – Arewa Nursery and Primary School – 2001
_________________________________________________________________________________________
TECHNICAL TRAINING & CERTIFICATIONS
· Diploma in Graphic & Website Design – King Computer College (In view)
· Project Management Professional – Alison Academy (In view)
· Cybersecurity Fundamentals – IBM SkillsBuild – 2022
· Social Media Management – Odi Olowo Ojuwe LCDA ICT Centre – 2024
· Photography & Video Editing – 132Media – 2022
· Interior Decoration – Jubolan Services Ltd – 2023
· Desktop Publishing – Easylink Computer Institute – 2008
· Corporate Ethics & HR Skills – Trustco Resources Ltd – 2012
__________________________________________________________________________________________
LEADERSHIP EXPERIENCE
· President, NYSC Community Development Service (CDS) – 2013
· Executive President, National Association of Political Science Students – 2011
__________________________________________________________________________________________
LANGUAGES
· English – Fluent
· Yoruba – Fluent
· Arabic – Intermediate
__________________________________________________________________________________________
HOBBIES
· Writing articles
· [bookmark: _GoBack]Reading and Fundraising for charity  REFEREES: Available upon request
