RESUME
ADEBO OMOLARA DAMILOLA

36, Aralile Street Surelere, Lagos State.
(+234)8034894726, (+234)8029759236, adeboomolara@gmail.com
OBJECTIVES

To be a versatile worker, matching effectiveness with efficiency while realizing the cooperate goal of my employer, within a dynamic organization with a competitive and challenging environment with opportunity for professional and self-development. 

PROFILE

A creative, self-motivated, confident individual, whom is always propelled to achieve positive results. 
PERSONAL DETAILS
Date of Birth
: 8th Sept. 1987.

Sex

: Female
Marital Status
: Single
State of Origin
: Oyo
L.G.A

: Ido
EDUCATION 

Post Graduate Diploma in Information Technology




In view
National Open University of Nigeria, Ikeja, Lagos. 


National Youth Service Corp







2014

Discharge Certificate

Higher National Diploma (HND) in Computer Science



2012
Osun State Polytechnic, Iree Osun State.




Ordinary National Diploma (OND) in Computer Science 



2009
Osun State Polytechnic, Iree Osun State.




Secondary School Leaving Certificate (SSCE)





2004
Baptist Girls College, Idi Aba Abeokuta, Ogun State.





First School Leaving Certificate (FSLC)





1998

Agege Motor Road Primary School, Mushin, Lagos.
EMPLOYMENT HISTORY
Secretary

Denny Martins Safety and Security Nigeria Limited.

May 2016 - Dec 2016.
· Attending to visitors

· Handling of computer

· Receiving, sorting and dissemination of official letters

· Typing Letters and other official correspondence.

· Computation of staff files Data base

· In charge of the daily Attendance-Register

· Generating periodic visitors report

· In charge of uniforms and Issuance of same to new Operatives before deployment.etc

Program Officer/Secretary

Nigerian Institute for Industrial Security 



Dec. 2014 - April 2016
· Carrying out overall supervision of all Certification Program.
· Maintaining and Managing of database for NIIS Fellows, Members, and CSS Graduants.
· Ensuring that all Students, members and Fellows of the Institute are properly informed for upcoming seminar/Program/Conference organized by the institute via Email, SMS, and Phone Calls.
· Recording the students score.
· Attend meetings, such as client interviews, hearings, or depositions, and take notes.
· Process documents and papers, such as complaints, appeals, motions, and pretrial agreements.
· Front Desk and Customer Services.

·  Schedule and make appointments.
Assistant Lecturer (NYSC)

Federal Training Centre Ilorin, Kwara State. 


Feb 2013 - Feb 2014.                          

· Teaching fortran
· Teaching basic programming Language

· Teaching Computer Practices

· Organization and supervision of examinations

Industrial Attachment (IT Student)

Federal Airports Authority of Nigeria, Lagos State. 

Nov. 2009 – Dec. 2010
· Troubleshooting of computers.
· Installation of Software e.g. Ms Office, Antivirus, Printers, etc.
· Repair and Maintenance of Computer Hardware.
· Clerical Officer
SIWES  

Davis Business Centre Onipanu, Lagos State


June 2007 –July 2008
· Organize and maintain law libraries, documents, and case files.
· Typing of Letters
· Working on CorelDraw and other Computer Applications.
· Make photocopies of correspondence, documents, and other printed matter.
Receptionist

DE-RITZ HOTEL 

4, Haroid Shodipo Cresent GRA, Ikeja, Lagos State.

March 2004 - Sept 2006
JOB DESCRIPTION
· Greet visitors and answer telephone calls in a pleasant and efficient manner, communicating effectively in routine, sensitive, and confidential matters.
· Attending to Guests.
· Receiving /greeting visitors, or clients and answer telephone calls. 
· Answering visitors enquiries about the company’s product and services.
· Directing visitors to their destinations, sorting and sending out e-mail.
· Answering incoming calls on telephones.
OTHER QUALIFICATIONS  
CISCO CERTIFIED NETWORK ASSOCIATE 




2013
         Kwara Resource Centre (KRC)







HEALTH SAFETY ENVIRONMENTAL (HSE)




2013
International institute of Risk and Safety Management (IIRSM)






PERSONAL SKILLS AND ABILITIES
· Strong Business Writing, Reporting and Analytical skills
· Excellent oral, written, presentation and communications skills.
· Excellent Planning, Time Management and Administrative skills.
· Good Reasoning Skills; Multi-tasking & Organizational Skills
· Good Relational and Interpersonal Skills
· High proficiency with MS- Office software including Outlook, Word, Excel and others like Corel Draw etc.
· Knowledge of programming as a strong asset.
· Ability to work effectively in a team.
· Self-sufficient; effectively works independently and as part of a team.
· Self motivated and target oriented. 
· Always ready to learn and acquire new skills.
ATTRIBUTE and SKILLS

· Speed and accuracy in executing projects, team player, resilient, diligent and smart.
HOBBIES

· Computing, Meeting People, Traveling, Reading and Surfing the Internet.
REFEREES
1. Mr. Leke Ore

Project Analyst 

Odua Investment Company Limited

Ibadan, Oyo State.
08022910738.
2. Mrs. Grace Akande

Principal

Army Children Senior High School,

Military Cantonment,

Ikeja, Lagos State.

08023069157.





