PEACE IBRAHIM
Old GRA, Port Harcourt
08084262193 | 08133990604
ibrahimpeace18@gmail.com

PROFESSIONAL SUMMARY
Detail-oriented Administrative and Customer Experience Professional with over 2 years of experience supporting business operations, managing client relationships, scheduling appointments, handling customer inquiries and providing support across digital and in-person channels. Trained in Virtual Assistance and Customer Service, with hands-on exposure to Google workspace, Microsoft office, Trello, Asana, Canva, and other digital productivity tools. Skilled in communication, Problem-solving, record management, and coordinating multiple tasks in fast-paced environments.
WORK EXPERIENCE
Customer Experience Representative / Sales Executive
Skin 101 Clinics | 2025 – Present
· Manage high-volume customer interactions across phone, WhatsApp, and digital platforms, ensuring timely and professional responses.
· Coordinate appointments, inquiries, and follow-ups, improving client satisfaction and retention.
· Resolve customer concerns efficiently, maintaining positive client relationships and service standards.
· Maintain accurate records of client interactions, bookings, and transactions using digital tools.
· Collaborate with internal teams to ensure seamless service delivery and prompt issue resolution.

Administrative Assistant
National Agency for Food and Drug Administration and Control (NAFDAC) | 2023 – 2024
· Streamlined office workflows by introducing Excel-based tracking systems, improving efficiency by 30%.
· Supported recruitment processes including documentation, interview scheduling, and onboarding coordination.
· Managed over 100 weekly communications via email and phone, ensuring timely responses and coordination.
· Maintained organized digital and physical records, reducing discrepancies by 25%.
· Processed and filed 100+ administrative documents monthly in compliance with regulatory standards.

Receptionist & Customer Service Representative
Twineben Beauty Salon | Feb 2022 – Oct 2022
· Assisted 50+ clients daily with inquiries, bookings, and service coordination.
· Scheduled and managed 200+ monthly appointments via phone and WhatsApp, reducing scheduling conflicts.
· Handled transactions with 100% accuracy and maintained proper financial records.
· Resolved customer complaints within 24 hours, improving customer satisfaction.
· Increased social media engagement through consistent posting and client interaction.

EDUCATION
M.A. Diplomacy and International Studies (In View)
Ignatius Ajuru University of Education | 2024 – Present
B.A. History and International Studies
Federal University, Lokoja | 2018 – 2023

PROFESSIONAL CERTIFICATIONS
Customer Relationship Management (CRM)- 2026
Training in customer communication, service delivery, complaint handling, customer experience, and professional communication.
Certified Virtual Assistant Professional (CVAP)- 2026
Training in virtual assistance, administrative support, digital tools, lead generation, social media management, and professional communication.
Diploma in Project Management – 2026
Focused on project planning, execution, and workflow optimization
Mastering Influence and Negotiation – 2025
Focused on stakeholder communication, persuasion, and negotiation strategies

SKILLS
Administrative & Virtual Support
· Email & Calendar Management
· Data Entry & Record Keeping
· Appointment Scheduling & Coordination
Customer Experience
· Customer Support (Phone, WhatsApp, Email)
· Complaint Resolution
· Client Relationship Management
Communication & Digital
· Written & Verbal Communication
· Social Media Management
· Basic Digital Marketing
Core Competencies
· Time Management & Multitasking
· Problem-Solving & Adaptability
· Team Collaboration

TOOLS & SOFTWARE
· Google Workspace: Gmail, Docs, Sheets, Forms, Drive
· Microsoft Office Suite: Word, Excel, PowerPoint
· Project and Task Management: Trello, Asana
· Communication & Collaboration: Zoom, Microsoft Teams, WhatsApp
· Design and Content: Canva (Basic)
· Scheduling & Appointments: Calendly, Google Calendar
· CRM & Digital Tools: Customer relationship management, lead tracking, database management.

LANGUAGES
English (Fluent)

REFERENCES
Available upon request


