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	ODEMENE CHINENYE LOIS 



	BRIEF

	

	
To be innovative, striving for excellent results, ready to learn and capable of working under pressure with little or no supervision.

COMPETENCIES & SKILLS

	

	· Knowledge of MS Office
· Customer Relations
· Direct Sales and Marketing 
· Data Collection and analysis
·  Able to manage and implement Social Media content 
·  Leadership, learning  and organizational skills
· Amiable personality



EDUCATION
· B.TECH BIOCHEMISTRY, 2017
Federal University of Technology, Owerri, Imo State

· SENIOR SECONDARY SCHOOL CERTIFCATE, 2010
Most High Secondary School, Ojokoro, Lagos





	REFERENCES



	· Chikezie Mabel (RTD) 
Federal ministry of Agric.
and Rural Development.
Abuja.
08038949046

· Mr. Ogungbe Oluwaseun
 7up Bottling company/
Abuja 
08167520426



	
	
	
	EXPERIENCES


SALES EXECUTIVE AT EXCO TRADER, FINANCIAL BROKAGE FIRM
	January, 2021 – Date

	
Key Deliverables
· Develop new business relationships with hot leads, generate, and negotiate new income to an agreed Netto target (to increase year on year)
· Prepare action plans for self for effective search of sales leads and prospects.
· Make weekly presentations on set targets and review of previous and planned activities. This will follow the weekly status meetings
· Provide timely, accurate quotes on all prospect applications submitted for approval and kick-off
· Prepare a variety of status reports, including sales activity, follow up and adherence to goals to the hot Leads
· Develop new accounts.
· Identify and resolve client complaints and enquires promptly.



CUSTOMER SUPPORT STAFF (NIGERIA DESK). AT BH DIGITAL FINANCIAL SERVICE, CYPRUS 
	August, 2020 – December 2020.

	
Key Deliverables
· Prompt response to merchant questions and enquiry, Providing upgraded products and services to merchants.
· Accurate documentation of client’s data to enable easy access to bank.
· Preparation of invoices and other invoices required.


	ADMINISTRATIVE ASST. / SALES REP. AT ENCHANTED EVENTS, ABUJA
	May, 2020 – August,2020



Key Deliverables


	· Creating contents for company’s daily social media platforms.
·   Direct messaging and reply to clients on social media platforms.
·   Coordination of staff for administrative procedures and customer.
·    Creating and implementation of company's standard operating procedures (SOP) to enable staff understand job descriptions 
·   Assisting the Chief Operating Officer (COO) in duties.
·   Direct assistance with CEO on personal duties.



	CUSTOMER CARE REP. / MARKETER  AT TREVARI DOLLARSHOP, HILTON ( BDC), ABUJA

	January 2019 – May 2020

	
Key Deliverables
	

	· Provide day to day exchange rates/services
· Help customers with complaints and questions.
·   Give customers information about products and services.
·   Take orders, and process returns
·   Market and sell store products.
·   Provide concierge services when required.
·   As a marketer, conducting research and analyzing data to identify and define audiences.
·   Preparing, planning and project managing of all publicity material to maximize brand promotion.
·   Answering phones, filing, data processing, mailing, message delivery, running errands, sorting incoming mail /Instagram mails and much more

	

	SOCIAL MEDIA MANAGER AT VITA INITIATIVE (NGO), ABUJA

	July 2019 – August 2019

	
Key Deliverables

	· Responsible for managing and moderating the brand content.
·   Develop and implement the external and internal social media strategy.
·   Manage social media campaigns and day to day responsibilities and day to day responsibilities.
·   Manage and develop the company presence on social networking sites including facebook, twitter, linkedin and instagram.
·   Coordinating social media campaigns.
·   Works with creative team from time to time to create original content ideas.
·   Schedule and publish client on social media comment to multiple channels.


	

	

	

		INTERNSHIP






	 Industrial Training at Kings  Care Hospital  At Kings Care Hospital, Abuja 
  September 2013 – November 2013

	    

	
Key Deliverables


	· Performed Preliminary tests for diagnosis and ailments.
· Kept inventory of tests and results, inventory/laboratory equipment.
· Provided customer care services.



 
Quality control Laboratory Intern at 7up Bottling Company , Idu-Yard, Abuja
   June 2016 – December 2016

	
Key Deliverables


	· Functioning in various sections such as water treatment, environmental/ effluent treatment, sugar production and quality control.
· Record taking on and off laboratory sites.



Radio presenter Intern at Nigeria Info Radio, Abuja
   August 2019 – December 2019

	
Key Deliverables


	· Responsible for organising all guests, interviews and live on-air performance.
· Work with the team to establish and maintain music, entertainment arts and external industry.
·  Providing programme links
· Undertaking relevant background research.
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