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PROFESSIONAL SUMMARY
Administrative and Executive Support professional with experience in executive assistance, financial record management, documentation, customer service, and classroom administration. Skilled in coordinating office operations, maintaining confidential records, preparing business documents, and supporting day-to-day administrative functions. Proficient in Microsoft Office, Google Workspace, Outlook, Zoom, Microsoft Project, and AI productivity tools. Recognized for strong communication, organization, and attention to detail.
PROFESSIONAL EXPERIENCE
Executive Assistant | ND Josh Global	Dec 2025 – Jul 2026
1. Managed daily financial records, including tracking incomes, expenses and cashflow.
1. Assisted in preparing financial reports and summaries for management review.
1. Handled invoicing, payments follow-ups, and basic account receivable/payable tasks.
1. Monitored budgets and flagged discrepancies or unusual transactions, deposits and reconciliation.
1. Supported payroll processing and ensured timely staff payments.
1. Organized and maintained confidential financial documents and records.
Academic Intern | Merit Secondary School	Feb – Jul 2025
1. Taught and supported students in English language.
1. Assisted in grading and classroom management.
Academic Intern | De Yet College	Oct – Nov 2024
1. Assisted in classroom teaching and students' engagement.
1. Supported in lesson preparation and delivery.
LEADERSHIP EXPERIENCE
1. Team Leader, Final Year Project Research Team	Feb – Jul 2025
EDUCATION & CERTIFICATION
Bachelor of Arts, Education — Lagos State University
Modern Project Management — Alison Online Course
LANGUAGES
Fluent English (Spoken & Written)

