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Summary
Highly organized and customer-focused Event Coordinator and Supervisor with hands-on experience in planning, coordinating, and executing a wide range of events, including surprise celebrations, corporate functions, social gatherings, and catering services. Proven ability to manage event operations from concept to completion by coordinating with clients, vendors, and event teams to ensure seamless execution. Experienced in supervising catering staff, event ushers, and service personnel while maintaining high standards of professionalism, hospitality, and customer satisfaction.
Skilled in event planning, logistics coordination, team leadership, vendor management, guest relations, and problem-solving in fast-paced environments. Adept at organizing event schedules, overseeing venue setup and breakdown, managing food service operations, and ensuring compliance with health and safety standards. Recognized for excellent communication, attention to detail, and the ability to remain calm under pressure while delivering memorable experiences that exceed client expectations. Committed to operational excellence, teamwork, and continuous improvement in hospitality and event management.
	 


Skills
	· Leadership
· Professionalism
· Food Service Management
· Confidential information handling
· Administrative support
· Staff Scheduling and Coordination
· Interpersonal and team collaboration skills
· Verbal and written communication
	· Multitasking and Organisation 
· Decision Making 
· Time Management
· Productivity Improvement 
· Problem-solving and attention to detail
· Inspirational leadership
· Customer service and front desk support
· Budget Management



	 


Experience
EVENT COORDINATOR 05/2025 - 03/2026
Hero surprise Greetings - Ibadan, Oyo State, Nigeria 
· Developed event timelines and ensured all activities were executed as planned.
· Planned and coordinated surprise celebrations, including birthdays, proposals, anniversaries, graduations, and other special occasions.
· Built strong relationships with clients and vendors to encourage repeat business and referrals.
· Conducted post-event evaluations to identify areas for improvement.
· Assisted with adminisdutiestrative , including scheduling, record-keeping, and volunteer management. 
· Organized surprise entrances and coordinated guests to maintain confidentiality before the reveal. 
· Managed client communication before, during, and after events.


MATURITY CLASS GOVERNOR / GENERAL GOVERNOR (SATURDAY PART-TIME SESSION) | 03/2024 - 06/2024
Dunamis International Gospel Center - Glory Dome, Abuja, Nigeria 
· Coordinated the affairs of a class with over 3,000 adult students, ensuring smooth operations and engagement.
· Supervised class readiness before lectures, maintaining order and ensuring punctuality for both students and lecturers.
· Organized and led devotional sessions, fostering spiritual growth.
· Actively participated in campaigns to mobilize church members—especially adults who have completed their foundation classes—to join the maturity class for deeper spiritual growth.
· Resolved conflicts and addressed students' concerns, maintaining a positive and conducive learning environment.

PERSONAL ASSISTANT TO THE CEO | 06/2023 - 01 /2024
Palace of Peace (NGO) - Akingbile-Moniya, Ibadan, Nigeria 
· Provide high-level administrative and executive support to the CEO.
· Manage the CEO’s calendar, appointments, meetings, and official engagements.
· Prepare and organize confidential documents, reports, proposals, and correspondence.
· Assist in planning, coordinating, and monitoring NGO programs and outreach activities.
· Track deadlines and ensure timely execution of assigned tasks and projects.
· Maintain proper filing systems for organizational records and executive documents. 
· Track deadlines and ensure timely execution of assigned tasks and projects.

Event Supervisor | 11/2021 - 07/2023
Eclassist Catering services - Igboloyin, Ibadan,  Nigeria
· Oversee the daily operationSupervised catering staff before, during, and after events. 
· Ensured excellent customer service and prompt attention to guests' needs. 
· Trained and mentored catering staff on service standards and food handling procedures.
·  Resolved service issues and complaints quickly and professionally. 
· Coordinated with chefs and kitchen staff to ensure timely meal service. 
· Ensured excellent customer service and prompt attention to guests' needs.
MANAGER | 06/2021 - 05/2023
Philbridge Educational Consult - Ajobo, Ibadan, Nigeria
· Oversee the daily operations of the educational consultancy to ensure efficiency and professionalism.
· Supervise staff and coordinate tasks across academic counselling, admissions, and client services.
· Develop and implement strategies to improve client outreach and service delivery.
· Maintain accurate records of clients, applications, and institutional partnerships.
· Prepare reports on office activities, performance, and progress for management review.
· Monitor and evaluate staff performance and ensure targets are met.


WAITER / SUPERVISOR | 08/2020 - 04/2021
Mama Tee Restaurant  - Alakia, Ibadan,  Nigeria
· Supervise and coordinate the activities of waiters and other restaurant staff.
· Ensure excellent customer service is maintained at all times. 
· Check on guests during their meal to ensure satisfaction. 
· Ensure the restaurant is clean, organized, and presentable. 
· Work closely with kitchen staff and other team members.


HOSPITALITYUNIT MEMBER | 06/2016 - 09/2020
Living Faith Church  - Ojoo, Ibadan,  Nigeria
· Organized and led Bible studies, prayer meetings, retreats and other religious activities.
· Assisted members and guests by responding to their needs promptly and ensuring their comfort.
· Welcomed and attended to members, visitors, and guests with professionalism and courtesy.
· Distributed food and refreshments during church services, meetings, and special events. 
· Supported event setup, service, and breakdown while maintaining high standards of hospitality.

 PERSONAL ASSISTANT TO DIRECTOR TRAINING/RESEARCH| 05/2018 - 08/2020
 Agidigbo FM - General Gas, Ibadan, Nigeria 
· Provide daily administrative and executive support to the Director of Training and Research.
· Manage the Director’s calendar, schedule meetings, and coordinate appointments.
· Prepare, organize, and maintain confidential documents, reports, and training materials.
· Handle internal and external correspondence on behalf of the Director.
· Monitor deadlines and ensure timely completion of assigned tasks and projects.
· Ensure smooth coordination between training, research, and other radio station units.

Event Usher | 11/2016 - 07/2018
Theprime Ushers-  Iworoko - Ekiti, Ekiti,  Nigeria
· Welcomed and greeted guests professionally upon arrival. 
· Assisted guests with seating and directed them to designated areas. 
· Delivered excellent customer service to create a positive guest experience. 
· Assisted with distributing event materials, souvenirs, or programs. 
· Maintained order and ensured smooth movement of guests throughout the event.
OFFICE ASSISTANT  | 09/2012 - 08/2013
University of Ibadan - Ibadan,  Nigeria
· I oversee the youth Manage daily office administrative tasks to ensure smooth operations
· Receive, sort, and distribute incoming mail and packages
· Assist in data entry and updating records or databases
· Support staff with clerical and organizational tasks
· Handle phone calls, emails, and general correspondence professionally
	 


Education and Training
National Open University - Ibadan, Nigeria | Bachelor of Arts
Tourism and Hospitality Management,  (in view)
Dunamis School of Ministry - Abuja 
Certificate , 06/2024
Federal College of Agriculture- Ibadan
Bread Making, 05/2022
Comfort Developer - Ibadan
Graphics and Website Design, 08/2020
Sure Etiquette Media Plus - Ibadan
Radio Presenter/Journalism, 05/2019
Ifelodun Comprehensive High School  - Sango- Eruwa, Ibadan
SSCE , 06/2010
	 


Languages 
English  -  Native
Yoruba -  Good Knowledge 

.
