
DATE OF BIRTH:

· 15th January, 1971
PLACE OF BIRTH:

· Oyo State
STATE OF ORIGIN

· Ogun State.
NATIONALITY:

· Nigeria 
SEX:

· Female
NO. OF CHILDREN:


· Two

EDUCATIONAL BACKGROUND:

· 1990 – 1994, UNIVERSITY OF LAGOS,

B.Sc. (Hons), Microbiology (Second Class Upper).
· 1987 – 1989, QUEEN’S SCHOOL IBADAN,

WASC, “A” LEVEL.

· 1982-1987, ST. LOUIS GIRLS GRAMMAR SCHOOL, IBADAN.

WASC, “O” LEVEL.

· 1976 – 1982, EBENEZER PRIMARY SCHOOL, IBADAN,

Primary School Leaving Certificate.

IN-HOUSE TRAINING
· WEB DEVELOPMENT & DESIGN (1 & 2)

· SELF & TIME MANAGEMENT

· CUSTOMER CARE / SATISFACTION

· OFFICE AUTOMATION COURSE
WORKING EXPERIENCE:

(A) MULTINATIONAL





(i)






(April 2006 – Date)

P.A. to the GM (Upstream)
BG (British Gas) Nigeria, Exploration & Production Co.








11a. Osborne Road,








Ikoyi, Lagos.


Job Description:
· Maintaining business and social calendar.
· Scheduling all appointments for the Managing Director. 
· Making of travel arrangements, including flights and hotel reservations.
· Handling and planning of official and social events. 
· Conducting media and Public Relations 
· Handling all mails and written correspondence. 
· Managing and reconciling invoices and passing on such to the Accounts department. 
· Establishing a proper filling system (manual and electronic) and maintaining all business files. 
· Maintaining Private Rolodex And Contact Database 
· Coordinating Business Meetings And Business Conferences 
· Writing Thank-You Notes, Invitations And Greeting Cards 
· Maintaining and ensuring all office equipments are in proper working condition. 
· Diary Management
· Supporting other Management team members i.e. Exploration Manager, the Contract & Procurement Manager and HSSE Manager
· Supporting the Administrative Manager also in all official duties.

(ii)






(Sept. 2005 – January 2006)

Temporary PA


British-American Tobacco,









Plot 35, Idowu Taylor Street,









Victoria Island, Lagos.


Job Description:
· To keep, maintain, update and properly file all records as it affects security Dept.
· To assist the Area Security Manager (ASM), Country Safety Manager (CSM) and the Dept in achieving their set goals.
· Collate daily update reports for Nigeria and other West African countries.
· Collates travel plans from Security & Vehicle fleet database. 

· Track finances and expenditure and produce reports accordingly.
· Process invoices from security Dept contractors.
· Arrange for training, produce training materials and maintain training records.
· To liaise with other Departments on behalf of Security Dept.

· To assist the Dept with all necessary information, documentation and logistics.
· To carry out all such tasks as may be delegated by higher authority from time to time.
· To arrange travel/accommodation, obtain visas for staff and non staff as the case may be.
· Provides an effective and efficient administrative service to a high level of competence for all aspects of the business.
· Takes minutes and composes letters to a high standard assisting the manager where necessary.

· Passes on and shares company knowledge and procedures, where relevant (new employees, temporary staff, secondees) in order to help them achieve their objectives.
· Maintains and monitors departmental budgets ensuring prompt and accurate payment of invoices and expenses.
(B) COMPUTER INDUSTRY




(i)




(Jan. 2002 – Nov. 2004)







Global Mints International







133, Igbosere Road,







Lagos.


Position:



Business Solutions /Administrative Manager


Job Description:

· Supervising the various arms of the business such as the Business Centre, Sales of Computer software and hardware.
· Representing the company at corporate gifts presentation.
· Writing Business Proposals, negotiating with Business Partners.
· Monitoring the day to day running of the office.
· All other duties as specified by the Managing Director.
(ii)






(June 1999 – Dec. 2001)









SystemSpecs Limited,









136, Lewis Street,









Lagos.


Position:





Business Solution Executive


Job Description:

· Responsible for development, maintenance and constant update of the company’s website.
· Responsible for collating software problems and directing them to specific departments for resolution.
· Responsible for liaising with the company’s Internet Service Provider (ISP) for update on latest technology.
· Responsible for designing business/call cards for all staff and liaising with the printing company for output and printing of the cards.
· Responsible for co-organising exhibition and conferences such as ICAN, IPM, COAN etc and attending meetings to plan for these conferences and exhibition.
· Responsible for sourcing, selecting, ordering, receiving and distributing corporate gifts to all clients and keeping inventory of these gifts for subsequent disbursement in the year.
(iii)
(Dec. 1997 – June 1999)

SystemSpecs Limited,

136, Lewis Street,

Lagos.


Position:





Customer Relations Officer.

Job Description:

· Attending to clients by way of telephone or personal contact to know their problems and directing them to specific departments for solution.
· Speaking with prospects by putting them through on the various packages marketed by the organization and forwarding the information to the Sales department for follow up.
· Preparing marketers’ performance reports based on their input and submitting to the Managing Director weekly.
· Calling clients to confirm resolution of problems reported while using the company software and submitting reports on these to the General Manager (Technical) weekly.
· Logging in of clients’ serialization details sent from the mother company in UK for subsequent use by the Maintenance department.
· Responsible for recording and monitoring telephone bills, forwarding the details to Accounts department for documentation.
· Preparing staff NSITF contribution schedule from inputs by the AGM Corporate Services.
· Responsible for recording and monitoring customer satisfaction by calling them to confirm problem resolution encountered during the use of company software.
(iv)






Jan. 1996 – Nov. 1997)

Computer Solutions Ltd.

No. 3, Alli Street,

Tinubu Lagos.


Position:





Administrative Personnel


Job Description:

· Responsible for company administrative duties such as liaising with company’s bank to know financial status.
· Maintenance, preparation of Maintenance Agreement for Clients and to periodically check on them to assess their level of satisfaction with the company and her products.
· Meeting with prospects on enquiries and clarification on company adverts and products.
(C) 
N.Y.S.C. (National Youth Service Corp.)

Nov. 1994 – Nov. 1995

Health Department.


Yauri Local Government,









Yauri, Kebbi State.


Position:





Protocol Officer,


Job Description:

· Responsible for entertainment of guests i.e. the State Governor and other dignitaries that visit the Local Government.
· Involved in Community Development and day to day running of the Health Department.
PERSONAL ATTRIBUTES:


· Honest and hard working.

· Intense ability to adapt easily to challenges.

· Excellent team player.

· Very confident and friendly.
COMPUTER KNOWLEDGE:


· Very comfortable with Office 2000, WordPerfect suite, CorelDraw, Image composer, Front Page 2000.
· Slightly comfortable with Macromedia suite.

· Internet Basics, Web site creation, types and uses.

· Internet communication tools (Fax/Phoning, Voice mailing, Chatting, Message Boards)

· Web based e-mail account creation and its uses.

· Browser set-up and net surfing.

· Net research techniques using search engines.

· Internet marketing

· Very comfortable with Lotus Notes Application.

· Comfortable with Sage Tetra CS3, Accounting package.

· Typing speed – 40wpm.

EXTRA—CURRICULAR ACTIVITIES:

· Member, Sign Language Club.

· Treasurer, Music Club – St. Louis Girls Grammar School.

· Choir Member, VOHL, Guiding Light Assembly.

HOBBIES:

· Singing and Cooking.
REFEREES:


Olufunmilayo Osigwe (Mrs.),




George O. Omonubi,

Dainties Ventures,





Nubi Distribution Company,

77, Awolowo Road,





300A, Surulere Way,

Ikoyi, Lagos.






Dolphin Estate, 

0802-301-1905.






Ikoyi, Lagos.









0802-224-1429.

Adedamola Adesina,

Guaranty Trust Bank,
Oyin-Jolayemi Street,

Victoria Island, Lagos.

0803-332-6633.

OYENEYIN, Modupe O. (Mrs.)





Flat B21, Gemade Housing Estate,


Pelewura, By Oja-Oba,


Adeniji Adele, Lagos Island,


Lagos, Nigeria.


Phone: 0803-506-5962.


E-mail: mo_oyeneyin@yahoo.com

















