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Career Overview	


A seasoned and dedicated Brand, Customer service and Corporate Communications representative with an exceptional drive for excellence. I seek to channel and increase my experience as a determined individual in the Branding, Client service, marketing Communications & service driven sector. I believe I will be a relevant part of an organization that has the drive for excellence and outstanding results.

I love to promote the products and identity of a company in today's highly competitive marketplace to increase market share, maximizing sales, creating a lasting impression among audiences, and coordinating advertising and marketing campaigns.

Core Strengths
	
· 
		chijiokemike2009@gmail.com
· Exceptional Customer service
· MS Office Proficient
· Sales Expertise
· Strong organizational skills
· Financial analysis
· Sage/pastel Software{Intermediate}
· Courteous demeanor
· {Accupos} software proficiency
· Deadline-Oriented
· Finacle & Basis software 



Education

ORANGE ACADEMY – INTEGRATED BRANDING EXPERIENCE {IN VIEW}			2017

MASTERS IN INFORMATION TECHNOLOGY {INFORMATION TECH., MIT} IN VIEW		2016-2017
	LADOKE AKINTOLA UNIVERSITY OF TECHNOLOGY

POST GRADUATE DIPLOMA, ACCOUNTING & MANAGEMENT 				2015-2016
	LADOKE AKINTOLA UNIVERSITY OF TECHNOLOGY

HIGHER NATIONAL DIPLOMA, BANKING & FINANCE					2009-2011
	ABIA STATE POLYTECHNIC, ABA

	NATIONAL DIPLOMA, BANKING & FINANCE						2006-2008
	ABIA STATE POLYTECHNIC, ABA

	W.A.S.S.C.E										2006
	LIVINGSTONE MODEL COLLEGE – LAGOS

Accomplishments
· Maintained steady and continuous growth in customer acquisition, attaining and surpassing the set target monthly.
· Achieved business development goals set in assets acquisition. 
· Cross-sold services at a rate of 30%, upgrading customers to different plans and packages. 
· Reduced cost per acquisition rates through a successful targeted email acquisition campaign.  
· Met monthly sales and recovery strategy plan. 


Experience

Executive Assistant to the Group Managing Director & Group Deputy Managing Director          Sept. 2016 till Date
Wakanow.com Limited
· Demonstrating leadership to maintain credibility, trust and support with senior management team.
· Assists the GMD & GDMD respectively in coordinating the agenda of senior management team meetings, off-sites, and company meetings.
· Manage meeting room preparation, meals, IT needs and attendee flow on meeting day.
· Assists in assembly and publishing of board materials, resolutions, correspondence and minutes from meetings as instructed by the GMD.
· Procuring the necessary items and materials needed in the office for the smooth running of activities.
· Completes a broad variety of administrative tasks for the GMD & GDMD including: managing their calendar and collaborating effectively with others to coordinate multiple, cross-company scheduling needs; monitoring and responding to emails; organizing travel/agendas; and composing/preparing correspondence that is often times confidential.
· Prepares and processes expense reports for the office of the directors, as well as, audit direct reports’ expenses to ensure submissions are timely and within company’s policy.

Executive Assistant to the Chief Financial Officer					April 2016 – Sept. 2016
U- Connect Seconded to Bharti Airtel Limited {Airtel Nigeria}

· Completes a broad variety of administrative tasks for the CFO including: managing the CFO’s calendar and collaborating effectively with others to coordinate multiple, cross-company scheduling needs; monitoring and responding to emails; organizing travel/agendas; and composing/preparing correspondence that is often times confidential.
· Prepares and processes expense reports for the CFO, as well as, audit direct reports’ expenses to ensure submissions are timely and within company’s policy.
· Communicates on behalf of the CFO with board members, investors and other prominent industry/community leaders.
· Researches, prioritizes, and follow up on incoming issues and concerns addressed to the CFO, including those of the sensitive or confidential nature. Determine appropriate course of action, referral or response.
· Provides a bridge for smooth communication between the CFO’s office and internal departments.
· Demonstrating leadership to maintain credibility, trust and support with senior management team.
· Assists CFO in coordinating the agenda of senior management team meetings, off-sites, and company meetings.
· Manage meeting room preparation, meals, IT needs and attendee flow on meeting day.
· Assists in assembly and publishing of board materials, resolutions, correspondence and minutes from meetings as instructed by the CFO.

Business Planning/Revenue Assurance Support Officer					Jan. 2016 – April 2016 
U- Connect Seconded to Bharti Airtel Limited {Airtel Nigeria}


· Collation of issue Log /scorecard tracker upon conclusion of strategic meetings & invoice reviews.
· Invoice review {Month on Month} on payments made to vendors and others expenses incurred.
· Engage in end to end testing of newly developed product and services.
· Ensuring timely termination of offers upon expiration as stated on the PCN.
· Carry out risk analysis on product to be lunched for management review and action.
· Ensure resolution of challenges escalated from customer care, shops, and the various units based on feedbacks that requires urgent attention.
· Consolidation of product test reports on weekly and monthly basis.
· Routine check of conflicting business rules that can lead to revenue loss and service disruption.
· Developing of test areas for new products and issuance of TCC upon completion.
· Consolidation of Profit & loss account, flash & forecast breakdown on a quarterly basis. 

Administrative/Debt Recovery Officer - Smart Noble Limited 		July 2015 to Dec. 2015 (6 months)

· Preparation of weekly & monthly performance reports of sales /marketing with the aim of early detection of poor workflow patterns, ineffective strategies and laxity in the unit’s work delivery.
· Attending to daily client requests and general complaints/query.
· Reading, monitoring and responding to official emails, answering calls and responding to general queries.
· Preparing correspondence reports and managing electronic diary/calendar.
· General planning, organizing of general meetings, presentation and meeting summary
· Organizing travel and preparing travel itineraries.
· Sourcing and ordering stationeries as well as other office equipment’s. 
· Promptly responding to general inquiries from members’ staff and clients via mails, e-mails and voice calls.   
· Participate in tactical sales and marketing activities as required.
· Review/loan restructuring for timely recovery.
· Establishing brand dominance and brand loyalty with the immediate marketing environs.
· Preparation and forwarding of proposals to prospective clients.
· Credit management.
· Debt/loan recovery from defaulting debtors.
· Analysis of financial information obtained from clients to determine strategies for meeting clients’ outstanding financial obligations. 
· Property sale/lease.



Enquiry/Customer Service Officer - Resource Intermediaries Seconded to Stanbic IBTC    Dec. 2014–July 2015 (8 months)


· Reactivation of all dormant accounts.
· Initiating local and foreign transfer instructions obtained from customers.
· Western union payment.
· Handling/resolving issues and instructions from pension clients.
· Attending to daily customer requests and general complaints/query.
· Participate in tactical sales and marketing activities as required.
· Identifying cross-selling/migration opportunities and sell products/ services respectively.
· Booking of fixed deposit and Treasury bill requests as instructed by the customer.
· Spooling of bank statement and advice letter as requested by customers.
· Cheque book, ATM and general customer requisition.

Relationship Officer- Vic Lawrence & Associates Seconded to Guaranty Trust Bank	 April 2013–July 2014(1year 4months)

· Prepared weekly & monthly performance reports of sales /marketing with the aim of early detection of poor workflow patterns, ineffective strategies and laxity in the unit’s work delivery.
· Established brand dominance, brand loyalty and customer retention with the immediate marketing environment.
· Prepared and forwarded proposals to prospective customers.
· Presented weekly and monthly profitability report.
· Monitored the branch loan facilities on weekly and monthly basis
· Analysis of customers business and financial status to determine the viability of granting their loan requests.
· Analyzed financial information obtained from clients to determine strategies for meeting clients’ financial objective.



Teacher - Government Junior Secondary School - Ingawa, Katsina		     Feb. 2012- Mar. 2013 (1Year)	
	
· Taught English Literature
· Developing interesting course plans to meet academic, intellectual and social needs of students
· Developing and implementing interesting and interactive learning mediums to students understanding of course materials.
· Routinely meeting with students’ parents regarding in-class issues and learning interruptions to discuss solutions.
· Coordinating after school tutoring hours.


Field Officer- Ag Homes & Savings – Opebi, Lagos			        March 2009 to May 2009(3Months)

· Identifying prospective customers using lead generating methods and performing an average of 30 cold calls per day.
· Analyzing tools and monitoring personal sales opportunities, deals in progress and finished contracts.
· Establishing new account earning combined profits and securing referrals from existing customers.

Internal Auditor - Nosak Limited – Ogudu, Ojota Lagos					Feb. 2008 to Mar. 2009(1Year)

· Preparation of quarterly bank reconciliation statements.
· Monitoring of remediation plans to confirm proper resolution.
· Ensuring company’s controls are in compliance with the established policies by auditing stores and warehouses.
· Monitoring of purchases and supply order.
· Raising of Local purchase Orders.

Certification and Trainings

· [bookmark: _GoBack]Nigerian Institute of Management {student member} 2013
· Chartered Institute of Bankers Nigeria {student member} 2014
· Association of certified chartered accountants {student member} 2014
· AGDC/LSG 3weeks intensive workplace readiness and business development training {2014}           

Extra-Curricular Activities
	
	Reading, playing musical instruments, travelling and an anchorman/broadcaster

References

Available upon request
