VICTORIA DAMILOLA OLASUPO
Email: victoriadamilola57@gmail.com     
Contact: 09025045161


PROFILE SUMMARY

I am a graduate of Business Education (Accounting), eager to work in a dynamic office environment, leveraging my proficiency in office software, excellent interpersonal skills, and time management abilities to enhance administrative efficiency. Drawing on my academic background and hands-on experience from internships and previous roles, I am excited to contribute effectively to a centric pavilion, bringing knowledge and skills gained from current experiences.


CORE SKILLS COMPETENCIES:


· Passionate about maintaining the highest level of professionalism, responsibility, diligence and right attitude to work. 

· A good knowledge of using MS office tools and other ICT applications for optimal productivity and desired results.

· Ability to build contacts, keep relationships to maintain a flow of information for future dealings.

· Social media savvy.

· Fluent in the use of English language for written and spoken communications.


Personal Data:

Sex: 									Female
State of Origin: 							Oyo  
Religion:								Christian
Language: 								English & Yoruba.
Address:								No: 12, Dauda Oseni Street, Ilasamaja, Lagos.



EDUCTIONHISTORY:

· University of Benin in Affiliation with FCE (T) Akoka 				2024-2026
(Accounting) BSC
· Federal College of Education (Technical) Akoka 				2019-2022
Office Technology and Management Education (OTME) NCE
· Higher Ground College								2013 -2018
West African Senior Secondary Certificate (WASSCE)	
· Victoria Golden Gate Primary Schools						2008- 2013
First leaving school certificate




EMPLOYMENTHISTORY:

· Teaching Practice					Jan 2026 – March 2026
· Developing lesson plans and teaching strategies.
· Create and teach daily lessons aligned with curriculum goals.
· Support routines, maintain a positive environment, and manage student behavior.
· Grade assignments, monitor student progress, and provide feedback.
· Offer individualized or small‑group help to students.
· Attend meetings, participate in parent‑teacher conferences, and complete administrative tasks.

· Certified Pension Institute of Nigeria			July 2025 – Dec 2025
Industrial Training (Secretary)
· Handling emails, letters, phone calls, and other communications.
· Setting appointments, meetings, and maintaining calendars.
· Typing, formatting, and filing documents and reports.
· Maintaining and organizing office files, records, and databases.
· Supporting daily office operations and liaising with staff and clients.

· St Luke junior Secondary School Bariga Lagos	April 2022 –June 2022
Post: Subject Teacher (Business Education)
· Arranging lesson plans, handouts, and teaching aids.  
· Keeping track of student attendance, scores, and academic files.  
· Setting appointments with parents, students, or colleagues.  
· Preparing test scripts, notes, and filing documents for easy access.  
· Assisting with messages, notices, and correspondence on behalf of the teacher.

· DAS Thoughts Publications 					Jan 2022 –March 2022 
Post: Industrial Training (Secretary)
· Handling emails, letters, phone calls, and other communications.
· Setting appointments, meetings, and maintaining calendars.
· Typing, formatting, and filing documents and reports.
· Maintaining and organizing office files, records, and databases.

· Hobbies:
· Reading, listening to music, travelling and learning new things.


Reference: 
Available on request.

