OROJINMI OLUWABUNMI OLAMIDE
📞 08106136197 | 📧 orojinmioluwabunmi@gmail.com
🔗 LinkedIn: Oluwabunmi Orojinmi
PROFESSIONAL SUMMARY
A dedicated and detail-oriented professional with experience in teaching and operations. Skilled in customs documentation, shipment tracking, and client communications. Proficient in graphic design and digital tools with strong organizational abilities, capable of working independently or collaboratively to achieve team objectives.
WORK EXPERIENCE
Operations Officer
Rubycom Services Limited — Oct 2020 – Present
- Generating customs assessment for shipments
- Quoting for clients (duty payable, export, import, etc.)
- Keeping records of all operational activities (documentation)
- Tracking shipments and ensuring timely delivery
- Ensuring shipments reach end users in good condition
- Managing invoices, entries, and receipts for clients
- Opening files for new shipments
- Sending daily, weekly, and monthly shipment updates (in-house and to clients)
Class Teacher
Grace Island Nursery and Primary School — Sept 2015 – Jul 2018
- Delivered effective classroom instruction to pupils
- Maintained classroom discipline and created a positive learning environment
- Assessed and monitored student progress
- Built strong relationships with parents and staff
EDUCATION
• Bachelor of Science (B.Sc.) in Public Administration (In View)
• National Diploma (ND) in Office Technology & Management
• West African Senior School Certificate (WASSCE)
• First School Leaving Certificate
SKILLS
- Graphic Design (Canva, CapCut)
- Microsoft Office Suite (Word, Excel, PowerPoint)
- QuickBooks (Basic)
- Strong interpersonal and communication skills
- Ability to work under minimal supervision
- Fast learner of new software and systems
- Efficiency and effectiveness in task execution
- Strong team collaboration abilities
LANGUAGES
• English (Fluent)
• Yoruba (Fluent)
REFEREES
Available on request.
