


OLASODE OLUWATOYIN JANET
Address: No 1 Adewunmi Adeleye Street, Silva Estate Idimu, Lagos State
Telephone number: 08028332303
Email Address: tolasode@yahoo.com
CAREER OBJECTIVE
I am a hardworking, ambitious and young individual with a great personality who excels in tasks given and can perform in any team to attain a high state of personal and professional excellence and competence. 

PROFESSIONAL PROFILE	
A high energy performer seeking opportunity to make positive contributions to the success and growth of a dynamic organization that recognizes and encourages high standards of professionalism, competence and hard work. 

EDUCATION & PROFESSION QUALIFICATION & TRAINING DEVELOPMENT

2020                     JOBBERMAN SOFTSKILLS TRAINING, LAGOS

2018                     POISE GRADUATE FINISHING ACADEMY

2016 - 2018         ASSOCIATE – CHARTERED INSURANCE INSTITUTE OF NIGERIA

2010-2014           REDEEMER’S UNIVERSITY – INSURANCE/B.SC(Hons)2:1

2009                     SEAS SCHOOL LEADERSHIP TRAINING, APAPA

2004- 2010          CHRISLAND COLLEGE IDIMU LAGOS- HIGH SCHOOL CERTIFICATE
WORK HISTORY
NOVEMBER 2020 – JUNE 2021
COMPANY: TITAN INSURANCE BROKERS LIMITED, 46, OLUFEMI ROAD SURULERE LAGOS.
JOB TITLE: TECHNICAL STAFF
RESPONSIBILITIES:
· Studying policy documents to ensure they meet with our clients needs and expectations.
· Processing clients policy renewals and ensuring premiums are promptly paid.
· Handling clients claims report by ensuring  fast and prompt claims settlement. 
· Researching on Insurance companies policies and negotiating with underwriters to find the most suitable insurance for our clients at the best price.

NOVEMBER 2018 – OCTOBER 2020
COMPANY: DABAJ ENGINEERING COMPANY LTD, 41 OLD YABA ROAD LAGOS.
JOB TITLE: ADMINISTRATIVE SECRETARY
RESPONSIBILITIES:
· Performing clerical duties such as typing, filling payment vouchers, taking inventory, preparing soil test reports, also maintaining office supplies and equipment
· Recording the company’s receipts and expenditures on a daily basis.
· Reporting to Admin Manager on matters arising within the administration of the company for the better growth and productivity.
· Ensuring effective communication and correspondence in all department. 

AUGUST 2017 – AUGUST 2018
COMPANY: HAMMEDAL OIL LIMITED, 76/78 EJIGBO ROAD, IDIMU LAGOS.
JOB TITLE: ADMINISTRATIVE OFFICER
RESPONSIBLITIES:
· Providing adequate support for fuel attendants to achieve company’s goals.
· Responsible for the preparation of daily sales reports.
· Achieving efficient operation and running of the filling station to increase fuel sales and reduce operation cost.
· Ensuring effective customer relationship while managing complaints.

JULY 2016 – JULY 2017
COMPANY: STERLING ASSURANCE LIMITED 284, IKORODU ROAD LAGOS
JOB TITLE: RISK ADVISOR
RESPONSIBILITIES:
· Providing service to clients on Insurance needs by selling Non-Life Policies.
· Developing marketing strategies to compete with competitors selling the same Insurance policies.
· Handling policy renewals, calculating premiums and establishing payment method.
· Helping policyholders to achieve prompt claims settlements.

CORE SKILLS
· Excellent Administrative skills   
· Customer service skills             - 
· Research Analysis
· Communication skills
· Proficiency in Microsoft word, Excel & Powerpoint 
· Office Management
REFERENCES
Available on request.



