AYOADE OLAMIDE TAIWO
     53,Sumonu Street, Off Ajayi Road, Ogba Ikeja, Lagos.

Phone: +234(0)8032821039, 09020006887, E-mail: olamideayoade7@gmail.com

PERSONAL DATA:                 

Date of Birth:        								15th Dec, 1991
Sex:  										Female
Marital Status:         							Single
State of Origin:                                               				 Oyo

SUMMARY:                 

A self-motivated and dependable individual committed to learning and proffering solutions.
I am an effective team player with excellent interpersonal skills, administrative skills, analytical skills and a passion for getting results. 

INSTITUTIONS ATTENDED WITH DATES                

Chartered Institute of Personnel Management (CIPM)                          2017
    (Level - Professional 1)

Federal University of Agriculture, Abeokuta				         2009 - 2014	
B. Agric Agricultural Economics & Farm Mgt (Second Class Upper)			            
Moret Comprehensive College, Adamasingba, Ibadan	                  2001 - 2007 
    (West African Examination Council)

PERSONAL SKILLS AND ATTRIBUTES:

· Ability to work with less supervision, learn quickly and generate new ideas
· Ability to pay attention to details, prioritize tasks and meet deadlines.
· People management skills; team management and goal planning
· Strong sense of confidentiality
COMPETENCIES:

· Proficient in Microsoft Word, Microsoft Excel, Outlook and Power Point
· Good interpersonal communication skills
· Organizing and planning skills
· General HR skills; recruitment processes

[bookmark: _GoBack]
WORK EXPERIENCE                 

Procter & Gamble Nigeria					November 2016 till date

Position: Executive Administrative Assistant

Responsibilities

· Prepare travel and non-travel expense reports
· Manage mails, calendars and schedule appointments
· Create shopping carts and raise purchase orders using Mypurchases 
· Handle travel arrangements (domestic and international); visa processing, flight booking, hotel booking, travel insurance.
· Track and monitor travel budget and flag excessive spending. 
· Coordinate meeting logistics; book rooms, set up and manage meetings
· Partner effectively with suppliers to ensure the office is functioning perfectly and ensure regular store keeping
· Maintain and update employee database 
· Manage the new hires integration process; on-boarding


MTNNigeria					August 2016 – October 2016

Position: Reconciliation Officer

Responsibilities

· Validate Gsm and Hyconnect  Accounts 
· Audit and reconcile corporate accounts
· Escalate  huge differentials in balances and adjustments 

Migtan Consulting Limited			October – July 2016

 Position: Talent Acquisition / Recruitment Analyst

Responsibilities

· Create and update talent database
· Manage placement of internal and external advertisements for vacant positions
· Manage interviews, tests and create a shortlist of candidates 
· Engage and follow-up clients and candidates
· Headhunting - identify, approach and engage suitable candidates for possible consideration
· Prepare reports and correspondence
· Facilitate induction of new hires to ensure their integration into the office culture and values

P4pe Institute – Professional Career Expo						2015
  Volunteer

· Assisted with setting up the exhibition center
· Answered participants and exhibitors questions
· Helped with participants registration

Agric Credit Corporation of Oyo State ( NYSC)				2014-2015
Position: Office Administrator / Front Desk 
    Responsibilities

· Welcomed customers and visitors in a friendly and courteous manner
· Maintained data entry into the company’s system as appropriate
· Answered phone calls and took accurate messages
· Supervised new office assistant

INTERESTS

Reading motivational books, meeting people, acquiring new skills and transferring knowledge

	
REFERENCES:
Available on request
