
OGUNDEJIOLUSHOLAMARGARET

12BTWINSMOTHERSTREET,GASLINE,IJOKO,OGUNSTATE

PHONE:+2348167496301 E-MAIL:ogundejimargaret@gmail.com

PROFESSIONALSUMMARY

Iam aproactive,motivated,resultdriven,innovativeanddedicatedgraduatewithgoodcommunicationand

interpersonalrelationshipskills,aself-starterwithstrongabilitytoworkunderpressureandmeetstrict

deadlines,excellenttimemanager,withgreatorganizationalskills,ateam playerwithgoodcoordinating

andstrategyskillsinclusiveofasoundadaptationtoadministrativeorganizationalstructureandpeople

managementsolidifiedwithaprovenexperienceinteachingandmanagement.Iportrayanabilitytomeet

deadlinesandintegrateeffectivelywithinthekeyrolesofaprojectandworkactivity.Ithereforeseektojoin

alearningorganizationwheremyvalues,strength,dedicationandexpertisewouldleadtoanupward

growthintheorganizationaswellasaneventualincreaseinmyprofessionalcapabilities

SKILLS

● CustomerRelationshipManagement(CRM)

● Businessunderstanding/strategy

● FinancialAcumen&Analysis

● ConsultativePublicationSkills

● Negotiation,Persuading&influencingSkills

● Leading&supervising

● Planning&organizing

● Curriculum design

● Teaching

COMPETENCIES

● Conversantwithclientrelationshipmanagementsoftware

● Conversantwithwebconferencingapps(Zoom,MicrosoftTeams,GoToMeetingsetc.)

● Microsoftofficesuite

● FamiliarwithTeam collaborationchattools(Slacketc.)

● ConversantwithCRM andenterpriseresourceplanningtools(MicrosoftDynamics365etc.)

WORKEXPERIENCE

● AccessBankNigeriaPlc, CustomerCare
Executive
BodijaIbadan,Oyostate.(2019-Date)

KeyResponsibilities

● CreateCustomerCareProtocol

● HandleEscalatedCustomerIssuesinconsonancewithmanagement’sguide.

● Analyzecustomerdataandcommunication

● Traincustomercarestaffoncustomerserviceprotocol



● Buildrelationshipswithcustomercareteam memberstomaximizeteam productivity

● Monitorcustomerandstaffinteractionsusingclientrelationshipmanagementsoftware

● Manageaccountopeningproceduresinclusiveofmigration,integrationandonboarding.

● PottersAcademy, FrontDesk
Officer
Gas-Line,Ijoko,OgunState.(2017-2018)

KeyResponsibilities

● Attendtoguestsandprovidethem withsuperbcustomerservice.

● Ensurethefrontdeskisneat,presentable,andequippedwithallthenecessarysuppliessuchas

pens,forms,andpaper.

● Answerallclientquestionsandincomingcalls.

● Redirectphonecallstotheappropriatedepartmentandtakedownmessages.

● Acceptalllettersandpackages,anddistributethem totheirappropriatedepartments.

● Monitor,organizeandforwardemails.

● Trackandorderofficeequipmentandsupplies.

● Maintainrecordsandfiles.

● Generallyattendtovisitorsandensureallmattersareprofessionallyhandled.

● DepartmentofEarlyChildhood, Secretaryto
theH.O.D
AdeniranOgunsanyaCollegeofEducation,Lagosstate.(2016-2017)

KeyResponsibilities

 Perform accurateresearchandanalysis.

 Coordinatearrangements,meetingsand/orconferencesasassigned.

 Takedictationandwritecorrespondence.

 Compile,proofreadandrevisedraftsofdocumentsandreports.

 Dailyrecordkeepingandfilingofdocuments.

 Preparereports,presentationsandcorrespondenceaccuratelyandswiftly.

 Createandorganizeinformation,andgeneratereferencetoolsforeasyuse.

 Answerandscreentelephonecalls,andrespondtoemails,messagesandothercorrespondence.

 Operateandmaintainofficeequipment.

 Managebusycalendar,meetingcoordinationandtravelarrangements.

 Contributedtothepublicationofjournalsandhandoutusedinthedepartment.

 AssistedinorganizingseminarsandconferencesforteachersinBadagrylocalgovernment

 Ensureefficientandeffectiveadministrativeinformationandassistance.

● TownsendAcademy, ClassTeacher
IyanaEra,LagosState.(2014-2015)

KeyResponsibilities

 Developandissueeducationalcontentincludingnotes,tests,andassignments.

 Superviseclassestoensureallstudentsarelearninginasafeandproductiveenvironment.

 Organizesuppliesandresourcesforeachclass.



 Deliverpersonalizedinstructiontoeachstudentbyencouraginginteractivelearning.

 Planandimplementeducationalactivitiesandevents.

 Ensureyourclassroom iscleanandorderly.

 Prepareanddistributeperiodicprogressreportsandcontinuousassessments.

 Attendparent-teachermeetings.

 Evaluateanddocumentstudents’progress.

 Allocateandgradehomework,assignments,andtests.

ACADEMICQUALIFICATIONWITHRESPECTIVEDATESANDINSTITUTIONS

● EkitiStateUniversity 2012-2016
(B.EDNurseryandPrimaryEducation)

● PrinceandPrincesscollege,Ijoko-Ota 2004-2010
(WestAfricanSchoolCertificate)

● SynstarBut,Oworonshoki 1998-2004
(FirstSchoolLeavingCertificate)

EXTRA-CURRICULARACTIVITIES

● Publicspeaking

● Travelling/Exploration

● Make-up/Makeover

● Weavemaking/Hair-do

REFEREES

Availableonrequest.


