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10, Kashi Ayinde Street, off AIT Road, Alagbado, Lagos.
E-mail: ogoo4oni@gmail.com
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OBJECTIVE:	To achieve a successful carrier built on dedication and hard work in a purposeful, yet result oriented organization where reciprocal relationship exists.




PERSONAL SKILL:		  


1. Integrity and honesty 
1. Self-motivated and capable of working with minimum or none supervision
1. Excellent interpersonal and communication skills.
1. Ability to learn fast, master new concepts, adapts to change and engage in problem solving. 
1. Good organization and time management capability
1. Pleasant team player that enjoys working with people.
1. Good team player with a strong analytical mind
1. Very Ambitious, Enthusiastic, friendly and organized 
1. A goal getter, fast learner and eager to learn








ACADEMIC. 					QUALIFICATIONS:			                                DATE

University of Nigeria Nsukka   B.sc Computer Sci. /Statistics Second Class Honors (Lower Division) 	      2012
University of Nigeria Nsukka    National Diploma in Computer Education (OND) Credit	                   2004
[bookmark: _GoBack]Our Ladys’ Sp. Sci. Sch. Nnobi   Senior Secondary Certificate (SSCE)      	           	                                1999					





WORK EXPEREINCE WITH DATES:




2013 - Date 	 C&I Leasing Plc.
                         

Designation:	Facility Officer

Responsibilities:
· Ensuring prompt maintenance of company’s generator and effective back up plan during any major repair
· Process maintenance and repair invoice on SAGE where practicable
· Relate with maintenance vendors such as plumbers, carpenters, cleaning company etc
· Courier and haulage of all mails and materials to subsidiaries, outstations and business contacts
· CUG: staff removal and addition, monthly subscription and continual review of rates as situation demands
· Ensure prompt settlement of all local rates, water and electricity
· Office space management- staff sitting arrangement
· Supervision of the premise and office cleaning
· Ensure proper cost reduction on all maintenance and repairs
· Decoration of company’s premises and outside locations when necessary
· Fumigation and septic tank evacuation
· Prepare report on all issues encountered within the week 
· Prepare expenses report of all cost spent during the quarter 
· Prepare generator maintenance and diesel cost report
· Follow up with payment of vendors from treasury.  

	          	


2008-2013	Hertz Car rental (Franchise of C&I leasing)
                         

Designation:   Reservation Officer/ Customer Service Reps. 
		

Responsibilities	
· Meet and greet 
· Daily vehicle booking for the clients
· Taking reservations and ensuring the reservations are carried out 
· Driver supervision   
· Branding a better company image through courteous service
· Receiving of payment and issuing of receipt.
· Daily balancing of account.


2005-2008		TANTALIZER PLC, LAGOS
Designation:		Cashier 		
Responsibilities: 
· Serving of food to clients
· Receiving of payments from clients
· Daily balancing of account at the close of work



2002- 2005                  ASHIM OIL NIGERIA LIMITED
Designation:               Cashier/Receptionist
Responsibilities:         
· Collection of cash 
· Daily book keeping
· Summiting of account report to the accountant. 


Hobbies:               Meeting People             


BIO DATA:

Date of Birth:		21st April 1983
Sex:			Female
Local Govt. Area:	Ihiala  
State of Origin:	Anambra
Religion:		Christianity



REFEREES:

On Request





