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21, GASPER STREET, LAWASON SURULERE, LAGOS.
CELL PHONE: 08181672330
E-MAIL: titialayo4all@gmail.com

CAREER OBJECTIVES
An experienced secretary with a proven track record of successfully managing simultaneous projects and meeting deadlines consistently and accurately. A strong administrative background coupled with excellent computer skills, facilitates the provision of complete secretarial support. A self-motivated worker who is able to communicate effectively at all levels. Also, seeking opportunity to maximize acquired skills and experience and provide value to my employer and client whilst exceeding customer’s expectation.
Values
· Self-motivated.
· Good interpersonal communication skills and honest team player
· Good numerical and analytical skills
· Quick to learn and master new technology
· Multi task management ability.
· Ability to work under minimal supervision
· Proficient in the use of computer ( Microsoft office, power point excel )
· organizational and planning skills
· data collection and management
· attention to detail

PERSONAL DETAILS
		        Contact number: 08181674557
		         Email: titialayo4all@yahoo.com
		         Sex: female
		        Marital status: married
		        Nationality: Nigeria
		        Date of birth: 24th march 1992 
EDUCATION
 		      University of Ilorin BSc chemistry                                     	2009-2013
	Royal star college (neco)                                                   			2002- 2008
Kuyoro memorial school (primary school leaving certificate)   		1996-2002

WORKING EXPERIENCE
 SECRETARY 
OGUNLADE COLLEGE LAGOS					      August 2015 till date
· provide full secretarial support to 
· handle all incoming correspondence
· prepare wide range of communications, reports and documents
· schedule and co-ordinate meetings, appointments and events
· co-ordinate and follow up on interviews
· liaise with management, candidates and external providers
· source and collate employee data
· maintain complete employee and student database
· maintain student financial record

CHIMSON COLLEGE LAGOS (NYSC)
Teach chemistry and basic science
Ss2 class teacher 2013/2014 session
Organizing practical classes for senior student
Canstop Nigeria ltd
Sim card activation and registration
Sales of sim cards
REFERENCES
Available on request


		
