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 (
CAREER OBJECTIVE
)



		


To work in an organization where my academic and professional skills can be expressed as well as providing solutions to the world challenges.
I am able to work on my own initiative and as part of the team, proven communication skills, leadership skills involving management, developing and motivating team-mates to achieve their objectives. Ability to co-operate within a team and to contribute toward organization goals and objectives.
 (
PERSONAL I
NFORMATION
)


Date of birth 			9th December, 1990
Sex				Female  
Marital status 			Single 
Religion 			Christianity
State of origin			Oyo State 
L.G.A				Ona-ara
 (
Q
UALIFICATIONS 
)


· CROWN POLYTECHNIC ADO EKITI					2012-2014
Higher national diploma (HND) in accounting  

· THE POLYTECHNIC ILE-IFE 						2009-2011   
Ordinary national diploma (OND) in accounting 			 

· TUNMISE COMPREHENSIVE MODEL COLLEGE OLUNLOYO IBADAN 	2001-2006
West Africa examination council (WASSCE)


 (
W
ORK HISTORY
) S.SETECO VENTURES LIMITED – DOPEMU LAGOS			December. 2015 – Till Date

Position: Admin Clerk/ Company Secretary  
Responsibilities:
· Maintains departmental schedule by maintaining calendars for department personnel; arranging meeting and travel.
· Maintain customer confidence and protects operation by keeping information confidential 
· Prepare report and collecting information 
· Prepares, Issues, and sends out receipts, bills invoices and checks
· Operate office machines, such as typing, adding, calculating and duplicating machines
· Receivers, counts and pays out cash
· Opens and routes incoming mail, answers correspondence and prepares outgoing mail.

NYSC, (JEDDO SECONDARY SCHOOL, JEDDO, WARRI ) DELTA STATE	Jan. 2015 – Nov. 2015 (NYSC)

Position: (Assistant Bursar)
Responsibilities:
· Assist in managing accounts of the school.
· Helps in oversee accounts receivable 
· Setting financial policies and procedures 
· Provides regular updates to head teacher & school governors on financial performance.
· Assists in identifying opportunities to generate income using school assist

OGAL   PETROLEUM SERVICES LIMITED  				September 2011 – August .2012
Opp. Secretariat dugbe Ibadan.
Position: secretary (Industrial Training)
Responsibilities:
· Ensuring meeting are effectively organized and minted 
· Maintaining  effective records and administration 
· Upholding the legal requirements of governing documents, company law (Where relevant)
· Communication and correspondence
 (
SKILLS
 
 MATRIX
)

· Highly detailed oriented 
· Ability to multiple task or project and deadline simultaneously, 
· People management skills/project management 
· Develop a business plan / project proposal 
· Management and facilitation skills 
· Ability to communicate clearly and effectively with customers and co workers
· Ability to work and produce maximum positive result with minimal supervision 
· Good communication skills/ Time management skills 
 (
COMPUTER LITERACY
)

· Full Knowledge			
· Intro to Computers			
· File Management		
· MS Word Application 				
 (
KEY ACHIEVEMENTS
)

· Established good working relationship among staffs
· Good work ethics (ability to deliver timeously)
· Ability to flexibly improvise
· Strict credibility (Ability to instill credibility, reliability & accountability in staffs ) 
·  (
REFERENCES
)


· MR. SERIKI IDOWU 
Admin Manager / HR Executive
S.Seteco Ventures Limited – Dopemu Office
idyseriki@gmail.com
Cell:07063402154, 09082595709 
 
· MR. ADEBOLA OLABODE
CEO OLLY-ATS COMPANY INT’
Ikorodu, Lagos State
Tel: 08033936189, 08129270440

· DEACON ADEBOWALE KOREDE
Chief Clerical Officer, Ibadan North East L.G.A
Ibadan, Oyo State 
Tel: 08069378310


