TOM-ONA, UZOECHI JOAN

Mobile No.: +234-802-354-5643
Email: joantomona@gmail.com

__________________________________________________________________________
Summary profile:
I have over the years gathered experience in administration, marketing, customer/consumer relationship and management (people management, data management, etc). My objective is to use my experience to contribute my quota to the development of any organization I find myself and to establish myself in the field of administration and human resources. 
I have also demonstrated strong communication skills and cultivated key relationships with all levels of personnel.
___________________________________________________________________________
Key Skills:
· Strong organizational, administrative and analytical skills. 
· Excellent working knowledge of all Microsoft Office packages. 
· Ability to multitask and manage conflicting demands. 
· Keen eye for details.
· I have a competitive attribute and can thrive under pressure.
· Well organized, eager to learn and pro-active.
· Ability to work without supervision and also a team player.

Professional Experience:

	September 2017 till date
	KATUNGA MEDIA, IKOYI,LAGOS
Operations Officer
Highlights of experience 
· Respond to questions and concerns about services and escalate calls appropriately.
· Monitor compliance and oversee projects and budgets’
· Analyze and improve organizational processes and work to improve quality,productivity and efficiency of staff.
· Became the lead “go-to” person for new reps and particularly challenging calls as one of the company’s  mentors and trainer of new employees
· Organize trainings and work with vendors to ensure purchasing transactions for services, equipment’s, stationery and other goods are done in a seamless manner and at the best price and quality
· Ensure payment requests for vendors are duly processed and all verified supporting documents included.
· Management of procured assets – recording, tagging, inspection, transfer and disposal.


	April 2016 - July 2017
	WEMA BANK PLC
Relationship Officer
Highlights of experience
· I was involved in the marketing of the Bank to new accounts’ prospects. I introduced over 30 new customers to open various kinds of account with the Bank.
· I attended meetings with clients to build relationships with existing accounts.
· I developed and implemented several marketing strategies that constantly decreased the Bank’s liability and increased risk assets.
· I was involved in tracking and keeping record of potential & existing market platforms for the Bank.
· I provided diligent customer care services to diverse clients of the Bank.
· I carried out other sundry duties as assigned by the Branch manager or Management of the Bank.

	April2012 – March2016
	R&M TECHNOLOGIES LIMITED				
Customer Relations Officer
Highlights of experience
· I was responsible for building and maintaining relationships with the Company’s clients and key personnel.
· I conducted business reviews to ensure clients are satisfied with the Company’s products and services. 
· I attended to clients’ requests and queries via telephone, email and or other forms of communication.I ensured that all customers’ complaints were resolved in a timely and professional manner.
· I identified various cross-selling and product migration opportunities for the Company.
· It was my sole responsibility to ensure that the Company’s Terms & Conditions are always adhered to in carrying out customers’ requests.

	
March 2010 -  Feb.2011
	OFFICE OF THE HEAD OF SERVICE, ANAMBRA WEST LOCAL GOVT.
NYSC
Highlights of experience
· Responsible for scheduling meetings for local government representatives.
· Co-ordinated Youth corpers activities for the local government.

	2005 -2007
	BENGOLD PHARMACY
Personal Assistant to the Managing Director
Highlights of experience
· I was responsible for the supervision of stock taking.
· I ensured that the accounts of the pharmacy were properly balanced at the end of each business day.
· I also engaged in soliciting for business opportunities.


	2004 -2005
	JONAF NIGERIA LIMITED	
Personal Assistant to the Managing Director
Highlights of experience
· I was responsible for scheduling meetings with existing and prospective clients of the Company.
· I attended to various clients’ requests.
· I was involved in soliciting for business opportunities for the Company.



___________________________________________________________________________

Education:
	2006 –  2010
	Bachelor of Education (Hons.) English, University of Lagos

	2005 – 2006
	Diploma in Law, University of Lagos

	1999 – 2005
	Senior Secondary School Certificate (SSCE), Queen’s College Yaba Lagos

	1994 – 1999
	First School Leaving Certificate, St. Mary’s Private School, Lagos


___________________________________________________________________________

Professional Membership:
	Member–  AssociaoInternacionaI de Social Economica e Ciencia (International Association of Economic &social science) AIESEC.


___________________________________________________________________________




Personal Information:
	Date of Birth
	27th April, 1984

	Sex
	Female

	State of Origin
	Delta State

	Marital Status
	Single


___________________________________________________________________________



Referees:
	Available on Request.
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