PHILIP (BABATOLA) OPEYEMI SHALOM

📍 Lagos , Lagos State | 📞 07068111701

✉️ babatolashalom@gmail.com
PROFESSIONAL SUMMARY
Organized and detail-oriented professional with experience in administration, data entry and data processing. Skilled in managing records, supporting business operations, and performing tasks accurately and efficiently. Seeking a role to contribute to organizational success while developing professional expertise.

CORE SKILLS

· Administrative Support & Office Management

· Data Entry & Database Management 

· Record Keeping & Reporting

· Customer Service & Client Relations

·  Research & Data Verification 

· Attention to Detail & Accuracy

· Time Management & Task Prioritization 

· Problem Solving & Process Improvement

· Confidentiality & Data Security

PROFESSIONAL EXPERIENCE
Administrative Assistant
Tansol Treasure Schools 2025

· Managed daily administrative operations, supporting 5+ teams and executives.

· Maintained 100% accurate digital and physical records for smooth workflow. 

·  Oversaw office logistics, ensuring timely completion of tasks and deliveries.

Data Entry Officer
Mega Choice Engineering Company| 2021

· Entered and updated 30+ candidate and client records monthly with 99% accuracy.

· Verified and corrected errors, maintaining database integrity.

· Collaborated with verification officers to confirm credentials of applicants.

· Ensured confidentiality of sensitive data, reducing errors and breaches to zero

LEADERSHIP EXPERIENCE 
Financial Secretary (Church Leadership Role)
Foursquare gospel church, Peace Assembly –Adult class

· Managed funds of over ₦200,000 and preparing monthly reports.

· Maintained transparent records for 10+ events and member contributions.

· Assisted the church in budgeting for events, reducing overspending by 15%.

· Developed reporting and organizational skills applicable to administrative roles.

EDUCATION
Higher National Diploma (HND), Computer Science

Federal Polytechnic, Ede, Osun State | 2022

National Diploma (ND), Computer Science
Ibadan City Polytechnic, Ibadan, Oyo State | 2019

AWARD

Rector's Award - Overall Second Best student of the year 2021
PROFESSIONAL DEVELOPMENT

· Data Analysis Training (Excel, Power BI, SQL) – In Progress
TECHNICAL PROFICIENCIES

· MS Office Suite (Word, Excel, PowerPoint, Outlook) 

Google Workspace (Docs, Sheets, Forms, Drive) 
REFERENCE

Available upon request

