PABLOGBA GLORIA EBIWARI			pablogbagloria5@gmail.com
Osongbo,Alapere Estate, 					08163129476, 081565518920
Lagos State.								Female


Professional Summary
[bookmark: _GoBack]Administrative Personal Assistant who goes beyond basic administrative tasks and takes on multiple projects at once. Excellent work ethic and strength in boosting company morale to obtain gainful employment with a company that broadens employees skills and allows room for advancement.

Experience	 INNOVATIVE GEEKS CONSULT, BASHORUN, OYO STATE.	Dec. 2024 - Feb. 2025
Customer Support
· Handle Customer complaints and provide appropriate solutions
· Manage large amount of incoming calls
· Respond and provide products and services information

HOUSE OF BOOM, SANGO, IBADAN, OYO STATE			
Manager
· Overseeing daily operations
· Guiding team towards organizational goals
· Fostering positive work environment including tasks like planning, organizing and staffing

ALAN GLOBAL LIMITED, IKEJA, LAGOS STATE.			Oct. 2022- Jul. 2024			  Personal Assistant
· Managing internal and external correspondence on behalf of senior management.
· Reporting to senior management and performing secretarial and administrative duties.
· Typing, formatting and editing reports, documents and presentations.
· Entering data, maintaining databases, and keeping records.
· Scheduling appointments, maintaining an events calendar, sending reminders.
· Copying, scanning, and fixing documents as well as taking notes.
· Observing best business practices and etiquette.
· Ordering office supplies and replacements, as well as managing mail and courier services.

JERICHO MALL, IBADAN, OYO STATE.				Jul. 2020- Apr. 2021			  Cashier/Sale Rep
· Welcoming customers, answering their questions, helping the locate items, and providing advice or recommendations.
· Operating scanners, scales, cash registers and other electronics.
· Balancing the cash register and generating reports for credit and debit sales.
· Accepting payments, ensuring all prices and quantities are accurate and proving a receipt to every customer.
· Processing refunds and exchanges, resolving complaints.
Maintaining a clean workspace, follow communication procedures, guidelines and policies

  HAMTECH INVESTMENT COMPANY, AKURE, ONDO STATE	Aug. 2019- Jun. 2020
		  Front Desk Officer
· Greet visitors and direct them to the appropriate departments or individuals. 
· Maintaining calendars for appointment, making copies of reports and plan travel arrangements. 
· Answer telephones and respond to inquiries via telephone mails.
· Book meetings rooms, set up conferences calls and takes messages and minutes during meetings.
· Prepare outgoing mail by drafting correspondence, securing parcels et.c.
· Monitor office expenses and costs.
Education	Adekunle Ajasin University, Akungba-Akoko, Ondo State.
B.Ed Guidance and Counseling
2016-2020
Olayomi High View International College, Ibadan, Oyo State.
Senior Secondary School Leaving Certificate
2009-2013

Certifications	
· Skills for Adolescence Workshop- (LION QUEST NIGERIA, 2023)
· National Youth Service Corp Discharged Certificate- (NYSC 2022)
· Certification in Diploma in Computer Data and Word Processing- (GOD'S GRACE COMPUTER 2011)

Skills
· Customer service 
· Microsoft Office Expertise 
· Microsoft Office Proficient
· Excellent communication skills
· Stress and time management
· Attention to details 
· Organization
· Operational improvement
· Team Management

Interests
· Engaging in social activities
· Teaching and Mentoring
· Traveling and exploring
· Researching
· Community Development Projects

Language	English, Yoruba
Voluntary	ProfHolu Initiative Of Nigeria
Service		Member
and		 
Leadership		Lion Quest Nigeria
		Member
Reference
			Available on Request
