
OFUGBA  ANTHONIA
2, Miyaiki Street, Oworonshoki, Lagos State.
Tel: 09063967096, 07065701688
Email: anthoniaofugba@gmail.com

CAREER OBJECTIVES

Dedicated and results-driven HR professional with 4+ years of experience leveraging Human Resources and Data Analytics expertise to drive organizational success. Proven ability to develop strategic HR initiatives, and foster collaborative environments that enhance employee engagement and business performance. Skilled in HR management, talent development, and employee relations, with a passion for delivering effective solutions that meet critical business needs.                         PERSONAL D 

EDUCATIONAL QUALIFICATIONS

NYSC, DELTA STATE	.							2021/2022
National Youth Service Corps (NYSC)

FEDERAL POLYTECHNIC, AUCHI, EDO STATE.				2019/2020
Higher National Diploma in Statistics (Upper Credit)

FEDERAL POLYTECHNIC, AUCHI, EDO STATE.				2016/2017
National Diploma in Statistics (Lower Credit)

HOLY TRINITY GRAMMAR SCHOOL, SABOGIDA ORA			2013/2014
Senior Secondary Certificate Examination

OLUWA PRIMARY SCHOOL, LAGOS STATE.				2007/2008
First School Leaving Certificate

WORK EXPERIENCE

· Receptionist/Data Clerk   						2022 - 
Candour Capital Limited, TBS, Onikan, Lagos State
· Greeting visitors: welcoming clients, customers, or guests and ensuring they feel comfortable and supported.
· Managing phone calls: answering, redirecting and taking messages from callers.
· Scheduling appointment: coordinating meetings, appointments, and reservations.
· Administrative tasks: handling mails, packages, and other correspondence.
· Data entry: maintaining accurate records and databases.  
· Customer service: responding to queries, resolving issues and providing support 
· Maintaining the reception area: ensuring the area is clean, organized, and welcoming.
· Personal Assistant to the MD -  Intern(N.Y.S.C)   	 2021 -2022	 	
Hogi- Hanock, Delta State.
· [bookmark: _GoBack]Providing administrative assistance to the MD, including managing correspondence, scheduling appointments, and handling phone calls.
· Coordinating and managing the MD’s schedule, ensuring timely reminders and notifications
· Arranging meetings, conferences, and events, including preparing agendas, materials, and minutes.
· Serving as a liaison between the MD and staff conveying information and responding to inquiries.


· Eatery’s Supervisor 							 2020 -2021 	
Mat-Ice, Auchi, Edo State
· Oversee daily operations of the eatery, ensuring smooth service delivery and maintaining high standards of food quality, safety, and customer satisfaction.
· Supervise and manage eatery staff, including servers, cooks, and cashiers, to ensure efficient service and maintain a positive work environment.
· Ensure excellent customer service, respond to customer complaints, and resolve issues promptly.
· Maintain high standards of food safety, hygiene, and quality control, adhering to health and safety regulations
· Manage inventory of food, beverages, and supplies, minimizing waste and optimizing stock levels.
· Create and manage staff schedules, ensuring adequate coverage during peak periods.
· Oversee cash handling procedures, ensuring accuracy and security of transactions.
· Assist with menu planning, pricing, and promotions, considering customer preferences and market trends
· Ensure the eatery is clean, well-maintained, and meets health and safety standards.
· Provide regular reports on sales, customer feedback, and operational performance, identifying areas for improvement.

CERTIFICATIONS
· H.N.D Statistics
· Diploma in desktop publishing
· Google Digital Skills for Africa
· National Youth Service Corps Certification (NYSC)
SKILL SUMMARY
· Proficiency in MS Office Suite
· Oral and Written Communication Skills
· Superior attention to details
· Self-motivated professional


REFEREES
References Available Upon Request

