
OGUNLEYE BOLANLE MARGARET

12,Ogunipebi Street, Off Akilo Road,Ogba-Ikeja, Lagos.

greatbolax@yahoo.com, +2347032296774

Bio data
Gender:


Female

Date of Birth:


27th December, 1989

Marital Status:

Single

Objectives
I am result oriented and always working towards enhancing growth and developments of a reputable organization that guarantees challenges and personal development including contributing significantly to the progress of the organization.

Institutions Attended

2014



Obafemi Awolowo University, Ile- Ife

Osun State, Nigeria





Bachelor of Science (B.Sc) - Second class lower division




Estate Management

2011



The Federal Polytechnic, Ede

Osun State, Nigeria





Higher National Diploma (HND) – Upper Credit
Estate Management

2006



Erin-Ile Grammar School

Erin-ile, Osun State

Nigeria.





Secondary School Certificate

Work Experience with Dates

2015- Till Present

Ministry of Women Affairs and Social Development.
Personal Assistant

State Secretariat

Commissioner
for

Makurdi

Women Affairs

Benue State





08032323452

Duties:



Implementing and maintaining procedures/administrative systems





Liaising with staffs, suppliers and clients.





Preparing letters, presentations and reports.





Maintaining and updating diaries.





Arranging appointments and taking messages.





Logistics (Booking transport and accommodation).

2014-2015


NYSC
Land Officer


Place of Primary Assignment





Ministry of Lands and Survey





Makurdi, Benue State





07039272936
Duties:


Carrying out valuation on Government acquired lands.
Computation of data obtained from field.

Issuing of land allocation forms.
Inspection of property which includes site verification.

2013



Industrial Attachment

Estate Officer 


Dapo Olaiya Consulting




12 Olubasanjo Road





Port Harcourt





Rivers State





08033643085



Duties:



Appraise copy of deed agreement, survey plan, purchase agreement and lease 




agreement.










Inspection of properties to examine market area data (economic assessments of 




the region, city and neighborhood).





Inspection of land and building to determine building plans, land size, shape and 




construction material.




Securing optimum use of land.




Valuation of landed properties for any purposes (sale, mortgage, purchase, 





insurance, development, compensation)




Managing of estates (residential, industrial, agricultural, leisure and commercial)




Administering Power of Attorney for compensation purposes. 
2008-2009


Industrial Attachment

Customer Service/

Guaranty Trust Bank
Teller Officer


Ogo-Oluwa Area, Osogbo
Osun State
Duties:



Collections and remitting of cash from customers.
Checking of cash and verifying the amount written and numerical amounts agree.

Examine and verify other informations like dates and names.

Daily counting and recording of all incoming and outgoing cash from vault.
Daily loading of ATM cash in Nigeria denominations on ATM machines.

Recording of all transactions promptly and accurately. 

Processing of forms, applications and requests.
Issuing of ATM cards and pin.
Skills and job functions:
· I am quick to grasp new ideas and concepts, creative solutions to problems and work with little or no supervision.

· Skilled in Client Management Relation.

· Ability to take direction and assume additional responsibility

· Skilled in Microsoft office tools ( Microsoft Word, Excel)  

· Skilled in listening, explaining, consulting, presentation and time management.

Hobbies


Reading and listening to music

Referees
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Ayo Ishola


First Bank Plc Akure


Ondo State


08034945549








Barr. (Mrs) Mwuese Muyim


Commissioner of Women Affairs and Social Development


Makurdi


Benue State


08032323452












