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Operations Manager | Administration | Procurement | Business Operations
 Phone: [07039171880].        Email: perkinsede@gmail.com. . Ajah Lagos Nigeria
PROFESSIONAL SUMMARY
Results-driven and highly organized Operations professional with experience in business operations, administration, procurement, team coordination, resource management, and process improvement. Skilled in coordinating daily activities, supervising teams, managing vendors, maintaining records, resolving operational challenges, and ensuring that organizational objectives are achieved efficiently.
A dependable professional with strong communication, leadership, problem-solving, and organizational skills, with the ability to work effectively under pressure and manage multiple responsibilities while maintaining high standards of service delivery.
CORE SKILLS
Operations Management.   Administrative Management.   Team Supervision & Coordination.  
Procurement & Vendor Management.    Process Improvement.    Resource Management.   Staff 
Coordination.    Inventory & Stock Monitoring.    Budget & Cost Control.       Reporting & 
Documentation.    Customer Service.    Problem Solving.      Communication & Interpersonal Skills
Microsoft Office.    Planning & Organization

PROFESSIONAL EXPERIENCE
Operations / Administrative Professional
Various Organizations | Nigeria
Coordinated day-to-day operational activities to ensure smooth business operations.
Assisted in planning, organizing, and monitoring operational processes.
Supervised staff and coordinated team activities to achieve organizational objectives.
Maintained accurate records, reports, and operational documentation.
Liaised with vendors, service providers, clients, and other stakeholders.
Assisted with procurement activities, including sourcing, supplier communication, quotations, and purchasing.
Monitored resources and ensured their effective utilization.
Identified operational challenges and assisted in developing practical solutions.
Supported management in implementing policies and procedures.
Monitored work performance and ensured tasks were completed within required timelines.
Procurement & Project Management
Ellaleon Venture | Nigeria
Supported procurement activities and supplier sourcing.
Communicated with vendors and obtained quotations for required materials and services.
Assisted in comparing suppliers based on price, quality, availability, and delivery requirements.
Coordinated procurement processes from sourcing through delivery.
Maintained procurement records and documentation.
Supported project planning, coordination, and monitoring.
Assisted in ensuring that resources were available for smooth project execution.
Driver / Transport Professional
363 Photography | 2022 – 2024
Provided professional transportation services for the Chief Human Resource Officer.
Maintained punctuality, safety, confidentiality, and professionalism.
Planned routes and used GPS navigation to ensure efficient movement.
Maintained the vehicle and reported maintenance requirements promptly.
Demonstrated strong time-management and responsibility while supporting executive schedules.
Ride-Hailing Driver
Bolt / inDrive | 2024 – 2026
Provided professional transportation services to clients across Lagos.
Demonstrated strong knowledge of Lagos Island and Mainland routes.
Used GPS applications to plan efficient routes.
Maintained excellent customer service and professional communication.
Managed daily schedules and responsibilities independently.
EDUCATION
Master of Science (M.Sc.) – Human Physiology
University of Ibadan
Bachelor of Science (B.Sc.) – Human Physiology
University of Port Harcourt
PROFESSIONAL STRENGTHS
Strong leadership and coordination abilities
Excellent organizational skills
Ability to manage multiple tasks
Good attention to detail
Strong interpersonal and communication skills
Ability to work independently and as part of a team
Adaptable and willing to learn
Goal-oriented and results-focused
REFERENCES
Available upon request.
