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CONTACT: 13, Olorunsogo Street, Off New Ikola Road, Ajasa-Command. Phone no 07063358038, Email:bumzybabe@yahoo.co.uk, bumzytomi3@gmail.com
   
  

	PROFILE 

  

  
  

  
OBJECTIVES 

  

                        
EDUCATION 
 
WORK EXPERIENCE 
  

  

  

  

  

                                           
  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  
PERSONAL DATA 

  
STRENGHTS 

  

  
SKILLS 
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	I am a determined and disciplined individual with natural leadership skills that are based on my sheer integrity and the ability to communicate and interact effectively with people at all levels. I posses an incredible organizational skill coupled with dedication to project completion. My flexibility and ability to adapt quickly to new environments puts me in an advantageous position to tackle unfamiliar problems I am willing to learn, update my knowledge and open to challenges and corrections. I am currently dedicated to furthering my career with an organization that is focused and complements my skills, interest and abilities. 
To be a functional member of a synergetic, progressive, fulfilling and challenging working environment that is mutually beneficially to all stakeholders. 
Olabisi Onabanjo University Ago Iwoye, Ogun State                                   2008 B.sc Geography and Regional Planning {2nd Class Lower } 

Kings High School Satellite Town, Lagos State                                            2001 

West African Examination Council {NECO} 

  

Apata Memorial Primary & School okota, isolo, Lagos State                      1995 

Primary School Leaving Certificate 

 
 First City Monument Bank                                                  August 2016- Till Date
Mobolaji Bank-Anthony, Ikeja Branch

Marketing (Admin Officer)

· Account opening processing Fixed Deposits Account, current and Savings Account

· Checking of customers balances
· Card, Cheque book and Internet banking requests and processing
· Maintenance of up to date registers for customers transactions and instructions
· Maintain customer service levels. 

· Provide prompt, courteous service to all external and internal customers. 

· Weekly and daily report
· Investment booking 
· Identify and resolve customer issues.
· Spreadsheet monitoring of Quantities.

· Facilities Management and Monitoring.

· Asset, Utilities Management and Monitoring.

· Preparation of all Vendor and third Party payments and quotations.

· Periodic verification and accountability of company assets.

· Fleets and Drivers Management

· Preparation of Admin Budget forecast and Cost.

· Administration and Supervision of Store.

Union Bank Of Nigeria
Festac Branch                                                                         Dec 2013 – Jan 2014              
Teller Officer
Responsibilities:

· Capturing all LIRS Transaction Via-Electronic-Payment platform 5.0 upgraded versions.

· Capturing of all in house and other bank Clearing Cheques with accurate value date via T-24.

· Paying cash to Customers via Temenos-24 banking application software.

· Cash confirmation and capturing.

· Checking of account balances for customers and attending to customers complaints.

· Receiving and capturing of Pay Direct Utility Bills i.e. PHCN, DSTV etc.

· Ensuring Physical and current cash are reconciled to the manual and system records on daily bases.

· Writing of the branch’s daily transaction cash book.

· Raising entries for all office transactions. i.e E-Pay, daily expenses
First City Monumental Band (FCMB)                                    F eb 2012 - Dec 2012
Adeola Odeku, Victoria Island.
Marketing(Platform Officer)
· Account opening processing Fixed Deposits Account, current and Savings Account

· Checking of customers balances
· Filing of customers documents on a daily basis.
· Printing off cycle statement for customers.
· Card, Cheque book and Internet banking requests and processing
· Maintenance of up to date registers for customers transactions and instructions
· Maintain customer service levels. 

United Bank Of Africa (UBA)                                                Aug 2009 - June 2010         
Dopemu Branch 2       {NYSC}
Customer Service Officer/Marketing
· Account opening processing Fixed Deposits Account, current and Savings Account
· Checking of customers balances
· Filing of customers documents on a daily basis.
· Printing off cycle statement for customers.
· Card, Cheque book and Internet banking requests and processing
· Maintenance of up to date registers for customers transactions and instructions as required under the existing policies and procedures.
· Banking relations officer to customers.. 

  

Utigate Communication Limited                                             2008 May- Dec 2008
Administrative/Client Service Officer 

· Preparation of  Staff Salary 

· Administration of day to day activities. 

· Client and customer relation officer 

· Staff activities coordinator. 

· Marketing. 

· Secretarial duties and reporting to Managing Director. 

Alimosho Local Planning Office, Lagos                               2006 June- Dec 2007
Planning Officer 

· Approval of planning documents. 

· Demolition of Unregistered Building. 

· Monitoring of New building to avoid been built on pipelines. 

· To sure the newly constructed building meets up normal standard. 
· Making sure there’s no illegal extension of the building 

Date of Birth     :  23rd of March 1983
Sex                    :  Female 

State of Origin  :  Edo State. 
Marital status   :  Married
   
Analytical Ability 
Managing a Stressful Situation 

Self Motivated 

Self discipline 

Team Playing 

   
Proficient at using MS Word, MS Excel 
Good Oral and written Communication skill. 

    
Available on request. 
  

	
	 


