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Dedicated and enthusiastic graduate with practical experience gained through tutoring roles and teaching practice. Highly organized and detail-oriented with the ability to manage administrative tasks efficiently. Possesses excellent communication, interpersonal, and problem-solving skills while maintaining a professional and welcoming environment.
SKILLS
Excellent communication and listening skills
Problem solving and conflict resolution
Maintaining a welcoming and organized front desk environment
Fast learner and adaptable
Maintaining accurate records, files, and documents.
WORK EXPERIENCE
Administrative Officer – Villa Academy  
Managed daily school operations and administrative tasks to ensure an organized learning environment.
Maintained accurate student records, files, and essential documentation.
Acted as a primary point of contact for parents, staff, and students, handling inquiries professionally.
administrative assistant – Ministry of Education
Supported administrative staff with departmental tasks and documentation processes.
Assisted in the organization of educational records and official correspondence.
Gained practical insight into public sector educational administration and policy support.
Secretary – VIP Laundry Services
Interacted with clients and handled inquiries professionally.
Maintained a welcoming and organized front desk environment.
Assisted in resolving issues and directed requests appropriately.
Tutor – Home Tutoring
Provided academic guidance and customized support to students.
Helped students improve understanding of various subjects and achieve learning goals.
EDUCATION
B.Ed. Guidance and Counseling - Benue State University (2024)
Secondary School Certificate - Apex Universal Academy, Kaduna (2017)
Primary School - Treasure International School, Abuja (2010)
CERTIFICATES
NYSC Certificate (2026)
Certificate of Participation – WITIN (2025)
