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Community & Social Media Manager | Digital Content & Community Growth
08061911827 | bgbengs1@gmail.com]| Lagos, Nigeria
PROFESSIONAL SUMMARY
Creative, customer-focused and digitally adaptable professional with experience in customer engagement, digital communication, administrative coordination, content support and online research. Skilled in communicating with customers and audiences, responding to enquiries, managing digital information, creating and organizing content, and using digital tools to improve engagement and workflow efficiency.
Brings strong interpersonal, organizational and analytical skills, with a practical understanding of customer needs and the ability to learn new platforms and digital marketing processes quickly.
CORE SKILLS
· Social Media Management
· Community Management & Engagement
· Content Planning & Content Calendars
· Social Media Content Creation
· Customer & Audience Engagement
· Comment & DM Management
· Social Media Trend Research
· Lead Generation & Customer Follow-up
· Brand Communication
· Canva & Visual Content
· Mobile-First Content Formatting
· Social Media Performance Tracking
· Online Research & Competitor Monitoring
· Campaign & Promotional Support
· Digital Tools & AI-Assisted Content
· Customer Relationship Management

PROFESSIONAL EXPERIENCE
Administrative Support Officer
Highway Audio Visual Ltd, Ikeja
· Support day-to-day communication and coordination with customers, internal teams and other stakeholders.
· Respond to enquiries and requests professionally, ensuring information is communicated clearly and followed up appropriately.
· Support digital communication, documentation and information management using Microsoft Office and Google Workspace.
· Prepare reports, organize information and maintain accurate records to support operational decision-making.
· Assist with coordinating activities, schedules and follow-up tasks across different business functions.
· Use digital tools and online resources to research information, organize tasks and improve workflow efficiency.
· Support customer-facing activities and help resolve routine issues to maintain a positive service experience.
· Collaborate with team members to ensure tasks and customer requests are handled within required timelines.
Customer Service & Digital Support Assistant
Western City Computers, Ogun State
2016 – 2017
· Provided direct customer support for online registrations, digital services, document preparation and other technology-related requests.
· Assisted customers in navigating online platforms and resolving difficulties with digital processes.
· Responded to customer questions and provided clear, practical guidance based on individual needs.
· Maintained regular communication with customers and ensured requests were followed through to completion.
· Supported customers with basic digital troubleshooting and explained processes in an easy-to-understand manner.
· Maintained customer records and organized digital information accurately.
· Developed strong customer-service, communication and interpersonal skills through daily interaction with diverse customers.
Self-Employed / Customer & Business Operations
Part-Time | 2017 – Present
· Manage customer communication, enquiries, follow-ups and service delivery across a small business.
· Build and maintain customer relationships through consistent communication and reliable service.
· Respond to customer questions and identify customer needs in order to provide appropriate solutions.
· Manage customer follow-ups and maintain communication throughout the service process.
· Promote services through digital communication and customer networks.
· Coordinate day-to-day operations, scheduling and competing priorities independently.
· Use digital tools to organize customer information, manage communication and improve business activities.
· Develop practical understanding of customer retention, relationship building and turning enquiries into paying customers.
DIGITAL & SOCIAL MEDIA SKILLS
Social Media & Community
· Instagram/TikTok/Facebook/LinkedIn/X/WhatsApp
· Comment & DM Management
· Content Scheduling
· Social Media Research
· Trend & Hashtag Research
Content & Design
· Canva
· CorelDRAW
· Social Media Graphics
· Short-Form Content Concepts
· Reels & TikTok Content Formatting
· Caption Writing
· Content Calendar Planning
· Mobile-First Content
Digital & Productivity Tools
· Microsoft Word
· Microsoft Excel
· Microsoft PowerPoint
· Google Docs
· Google Sheets
· Google Drive
· Email Management
· Virtual Collaboration Tools
AI & Automation
· ChatGPT
· Google Gemini
· Claude
· Prompt Engineering
· AI-Assisted Research
· n8n
· Zapier
· Make
Research & Analytics
· Internet Research
· Competitor Research
· Audience Research
· Data Collection
· Data Entry & Validation
· Lead Generation
· Basic Performance Reporting

