
EMEM SOPHIA UDOFOT-EMMANUEL 
Address: 28 Ani Otoibhi Street, Goodness Estate, Okeira-nla Ajah  E-mail: udofote@gmail.com
Gender: Female        Phone. 07063013835, 08087246065 
A creative, self driven and focused person, with an exceptional record in surpassing any given target. I am very passionate about meeting the needs of people with strong interpersonal, communication and organisational skills and to contribute substantially to the success of any organization.
WORK EXPERIENCE

AXA Mansard Insurance.                                                                                    Oct 2023 - 2024
Retail Sales

· Marketing insurance policies
· Providing financial solutions to clients
· Providing health insurance cover, educational plan, life insurance cover and general insurance.                          

I B J C Pro Consult                                                                                                Jan 2017 -   2022
Admin/HR, Accounts

· Prepare, examine and analyse accounting records and other financial records
· Auditing  and preparation of tax for remittance
· Report to Management regarding the finances of the establishment- Returns rendition/Compliance
· Budgeting 
· Develop, maintain and improve business relationship vital to the success of the business as a project team member
· Payroll
· Administrative role 
· Recruitment and training 
                                                       
Staco Insurance Plc, Lagos                                                                             2007  - 2012
Account Officer
· Strategic planning and management of account policies
· Accounting functional practice
· Develop accounting strategies tailored towards effective and satisfactory service delivery
· Collection and bank lodgement of transactions
· Worked with accounts software packages; Trial Balancing, Management of Accounts, Report, Posting, Budgeting, and Planning of head office branches account.
Intercontinental Bank Plc, Head office Lagos                                          2005    - 2006 
Human Resource Officer (Intern)

· Recruitment of staff for Head office and branches nationwide, at all levels
· Trainings and management of staff welfare
· Bulk teller



Channels Television, Lagos                                                                               2004 
Production Assistant/ Business Morning
· Total customer satisfaction and sourcing for corporate customers for diverse products and services
· Assist in production of programme Business Morning with the presenter Boason Omofaye.
· Cover corporate events, e.g. Annual General Meetings and other functions.
· Make report on stock market form stock exchange commission.




Galaxy Television, Lagos                                                                                    2002 – 2003
TV. Producer/ Presenter
· Produce, arrange and monitor production of programme ART VARIETY
· Source for qualitative information and materials to be used on the programme
· Present a well packaged informative, educative and entertaining art programme on screen.


Hyperia, Lagos                                                                                                        2000  2001
Customer Relations Executive
· Attend to customers demand and complaints
· Ensure customers are appropriately connected to the ISP as requested

EDUCATION/ CERTIFICATION

B.Sc. Accounting                                                                                                      2005 - 2011  
University of Lagos
                                                                                                                                                                
Certificate in Computer                                                                                       2000
National Institute of Information Technology, Lagos State       
WAEC                                                                                                                           1989 - 1994
Federal Government Girls College Calabar, Cross River State  
Bright land College, Apapa, Lagos State                 

First Leaving School Certificate                                                                       1983- 1989
Corona Primary School, Park-Lane, Apapa, Lagos State

                                                                                                                                                                                        
TRAININGS/CERTIFICATION                                                                                                                                                 
Certificate in participation, WTEC SHE CAN WITH ICT.                       2023.                                                                                               Technology strategy and Strategic use of productive tools, Video marketing, website design, Market research, Video marketing
Certificate in Recognition & Appreciation for TEEP Bootcamp           2015                                                   Q21 solutions/TEF (Tony Elumelu Foundation)                                                                                         
Television Presentation and Television Production                               2002                                  Galaxy Television, Lagos State                                                                                                           
                                                                                                                                                                                      
SKILLS
· Creative and Analytical Thinking
· Detail Oriented and Problem solving skills
· Excellent Project and Research Management
· Good Verbal and Written Communication skills
· Computer Application (Microsoft Interface)

REFEREE
It will be provided on request.





