TITILAYO REBECCA IJITI

Customer Service Representative | Customer Support | Front Desk Operations

📍  Ikorodu, Lagos 
📞  | 09058631566
✉️ titilayorebecca69@gmail.com

PROFESSIONAL SUMMARY
Dedicated and customer-focused professional with experience in customer service, front desk operations, accounting, and business supervision. Skilled in handling customer inquiries through calls, emails, and chat, resolving complaints, providing administrative support, and maintaining positive customer relationships. A proactive team player with strong communication, organizational, multitasking, and problem-solving skills. Seeking an opportunity to contribute my customer service, administrative, and organizational skills to a reputable organization.
CORE SKILLS
* Customer Service & Support
* Customer Complaint Resolution
* Call, Email & Chat Support
* Front Desk Operations
* Administrative Support
* Microsoft Word & Excel
* Microsoft Outlook
* CRM Software
* Inventory Management
* Payment & Invoice Processing
* Teamwork & Communication
* Problem Solving & Multitasking

WORK EXPERIENCE
Supervisor — Lamie Posh Salon
(2025 – 2026)
* Managed the company’s day-to-day operations.
* Monitored inventory and conducted regular stock-taking.
* Trained new staff on product knowledge and customer service.
* Supported smooth customer service and business operations.
Accountant — TRC Logistics
(2024 -2025)
* Sent payment invoices and receipts to clients.
* Confirmed and tracked client payments.
* Calculated daily company income and expenses.
* Managed and monitored company expenses.
* Maintained accurate financial records and supported administrative operations.

Customer Service Representative — KS Gadget Store
( 2023-2024)
* Responded to customer inquiries through calls, emails, and chat.
* Handled and resolved customer complaints efficiently.
* Assisted customers with their questions and concerns.
* Maintained positive relationships with customers.
* Consistently received positive customer feedback.

Front Desk Officer — De Gold Store
(2022–2023)
* Welcomed and attended to customers, clients, and visitors.
* Managed front desk and reception duties.
* Directed clients and provided relevant assistance.
* Provided administrative support to the organization.
* Scheduled and coordinated appointments.

EDUCATION
Ekiti State University
[bookmark: _GoBack]BSc. Biochemistry | 2020 – 2024

The Saints International School
SSCE | 2016 – 2017

TECHNICAL SKILLS
* Microsoft Excel
* Microsoft Word
* Microsoft Outlook
* CRM Software

LANGUAGES
* English
* Yoruba
* Pidgin
