SULAIMON GANIYAT TUNRAYO

Lagos, Nigeria | 07054083976 | tunrayosulaimon1@gmail.com
PROFESSIONAL PROFILE
Detail-oriented and people-focused professional with training in Human Resources Management and Customer Relationship Management. Experienced in administration, customer engagement, record management, team coordination, and stakeholder communication. Recognized for leadership roles within university and community organizations, with a strong ability to build relationships, manage responsibilities effectively, and support organizational goals.
CORE SKILLS
Human Resources Administration • Employee Records Management • Recruitment Support • Customer Relationship Management (CRM) • Administrative Support • Communication & Interpersonal Skills • Team Coordination • Conflict Resolution • Data Entry • Microsoft Word • Microsoft Excel • Google Workspace • Report Preparation
PROFESSIONAL EXPERIENCE
Senior Instructor | Khaleef Group of School | July 2025 – May 2026
• Maintained student records and administrative documentation with accuracy.
• Coordinated communication between students, parents, and staff.
• Supported daily administrative operations and scheduling activities.
• Prepared reports and monitored student performance records.
• Worked closely with colleagues to ensure smooth academic and administrative processes.
Loan Recovery Agent | March 2022 – October 2022
• Managed customer accounts and maintained detailed communication records.
• Engaged clients professionally to discuss repayment options and resolve concerns.
• Updated customer information and prepared progress reports.
• Built positive customer relationships while ensuring compliance with company procedures.
Sales Representative | One-Five Cyber Café | 2017 – 2018
• Assisted customers with services and resolved inquiries promptly.
• Maintained positive customer relationships and supported customer retention.
• Handled documentation and routine administrative tasks.
LEADERSHIP EXPERIENCE
CDS President, Agricultural CDS (NYSC) | 2025 – 2026
• Coordinated community development activities and supervised team members.
• Organized meetings, delegated responsibilities, and monitored project execution.
Acting President & Vice President, Students’ Union Government, Federal University of Technology Akure | 2022 – 2023
• Represented student interests in meetings with university management.
• Coordinated welfare initiatives, events, and stakeholder engagement activities.
• Worked with diverse teams to achieve organizational objectives.
EDUCATION
Bachelor of Technology (B.Tech), Microbiology (Second Class Upper Division)
Federal University of Technology Akure, 2024
CERTIFICATIONS
Human Resources Management Certificate – Obafemi Awolowo University Consultancy Services Centre (2026)
Customer Relationship Management Certificate – Obafemi Awolowo University Consultancy Services Centre (2026)
Executive Virtual Assistant Certificate – SLA (2026)
National Youth Service Corps (NYSC) Certificate (2026)
REFERENCES
Available upon request.
