Cherry Oyetoro
18, Ganiu Jenrade St, Ikorodu, Lagos  (  Phone: +234 8139186067  (  ceeoyet@gmail.com 
Personal Summary
A competent and organized individual who is able to work as part of a team and manage several priorities at any time. I have a positive attitude, strong work ethic, and a keen desire to learn and grow within a firm. I also possess superb communication skills and always treat people with respect and according to their individual needs. I would like to work for a friendly and exciting company that is looking for an individual who can reflect their values of excellence & quality.
Personal Skills

	· Time management
· Competitive

· Deadline-led

· Decision making

· Attention to detail

· Excellent communicator

· Tactful &Articulate

· Problem solving

· Quick thinking

· Team player

· Conflict resolution

· Professional mannerisms
	· Focus Group & Market Research
· Development of Training Materials 

· Sales Collateral & Support

· Public & Media Relations

· Public Speaking
· Website Design/Maintenance

· Marketing Strategies & Campaigns

· Corporate Communications 

· Creative Team Leadership

· Web & Print Content Development

· Public Relations
· Driving


Recent Awards

	Diligent Staff (Certification Edge, Ikeja)
First Female President in the Department of Mass Communication (Lagos State Polytechnic, Ikorodu, Lagos), 2015



Professional Experience
REMARK CONSULTING, IKEJA, LAGOS – Public Relations and Advertising Firm

Human Relations Officer (NYSC), 5/2016 – 3/2017

· Recruiting
· Provide staff training and development
· Help draw up plans for future personnel needs
· Help oversee employee services such as health and safety
· Prepare regular financial reports
· Administration of the company’s database
· Organize a filing system for important company’s documents
· Distribute and store correspondence
· Arrange travel and accommodation for staffs
· Schedule in-house and external events
· Manage the company’s website.
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Certification edge, ikeja, lagos – Professional Training and Consulting Firm  

Management Trainee (Operations), Client Relations Officer,   7/2015 to 01/2016
The main purpose of an operations officer is to plan, execute and tactical operational roles and improve productivity and efficiency. As well as all other standard duties and accountabilities associated with ensuring the smooth operational procedures of the organization.

My role includes the following:

· Provide administrative assistance for sales, accounting and communication.

· Oversee all operations from answering phones to supervising personnel and administering the delivery of services to clients as well as provide support to business development, client management and service delivery teams.

· Serve as a link between business management and clients.

· Document client details in appropriate books then send invites, attach brochures and texts to clients from Lagos and Abuja

· Play an integral role in business communications by working closely with service development teams and other company stakeholders to ensure services are delivered effectively and efficiently. 
· Recruitment 

Selected Accomplishments:
· Designed the SHRM brochure for training.
· Content Development for training.

· Certified Associate in Project Management Training (CAPM) 
	


TYCOONS PROJECT (NOW CERTIFICATION EDGE),Ikeja, lagos – Professional Training and Consulting Firm  

Operations Officer, (Industrial Training) 1/2013 to 12/2013

Support the management team in reaching out to potential customers and maintain proper records of customers and relationship. Also served as a human resources officer for all staff.

 
Selected Accomplishments:
· Conduct individual performance appraisal for all members of staff.

· Co-ordinating PMP and CAPM monthly trainings.

· Expanded client base by 78% in three years by consistently delivering goal-surpassing marketing results and ensuring complete client satisfaction.

· Preparation of monthly salary schedule.
	


Technology

	Software:
	Photoshop, SPSS, CorelDraw, MS Office (Word, Access, Excel, PowerPoint), 
Typing Skill: 90WPM


	Web/Multimedia:
	WordPress
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Hobbies
Reading, Singing, Traveling/ Meeting new people, Socializing
Education

LAGOS STATE POLYTECHNIC, Ikorodu, Lagos
Higher National Diploma (HND), 6/2015
Course: Mass Communication
LAGOS STATE CIVIL SERVICE MODEL COLLEGE, Ikorodu, Lagos 

Senior School Certification Examination, 06/2008
	


Professional Certifications
· Certified Customer Service Delivery Professional, 
Service Quality Institute, USA
 (CCSP)

Professional Trainings Attended

· Certified Associate in Project Management (CAPM)


October, 2015

· Professional in Human Resources (PHRi)



January, 2016
	


Personal Data

Sex:


Female

Date of Birth:
15/01/1993
Religion:

Christian
State of Origin:
Ogun State

Local Govt:

Ado-Odo Ota

Language Spoken:
English and Yoruba
References
Damilola Omobemi Omenai (PHRi)

BM Backup,

Access Bank Plc,

Lagos.

Tel: 08185003393

E: damilola.omenai@accessbankplc.com, damilolaomenai@gmail.com 

Igharo Igbinosa

Laboratory Technologist,

University of Benin,

Benin, Nigeria

Tel: 08111613487


E: igbinosa.igharo@uniben.edu 

