AUDU JOHN
Address: No. 21 Ayegba JP Street Nyanya Extension, Behind Joy Foundation Abuja   Tel: 07031658444, 09044107566
Email: audukelvin1988@gmail.com, DoB: 23rd August 1988.
 CAREER OBJECTIVE	
Highly organized, focused and results- driven Business Administrator with some years of experience helping companies from various industries plan, organize and control specific departments. I am seeking to work with an organization where I can share my experience, expertise, and skills in contributing to the continued success.

EDUCATIONAL QUALIFICATION	
Benue State Polytechnic, Ugboloko, Benue State.	2009 – 2012
Higher National Diploma Business Administration
Benue State Polytechnic, Ugboloko, Benue State	2006 – 2008
National Diploma Business Administration
Benue State Polytechnic, Ugboloko, Benue State	2003 – 2005
Ordinary National Diploma Banking and Finance
Community High School Etutekpe, Kogi State	1995 – 2001
Senior School Certificate Examination (SSCE)
L.G.E.A Primary School Epaegbo, Otukpa, Benue State	1990 – 1995
First School Living Certificate (FSLC)
PROFESSIONAL CERTIFICATIONS	
Project Management Professional Institute (PMPI), Imo State	2012 – 2013
Project Management.
Chartered Institute Bankers of Nigeria (CIBN) 				  2019                       2019 

WORK EXPERIENCE	
	
Union Bank of Nigeria
Sales and Service Associate (SSA)/Customer Service Officer			
· Market bank products to individuals and firms, promoting banks services that may meet customer’s needs. 
· Keeping record of customer interactions, transactions, comments, and complaints. 
· Ensure customer satisfaction and provide professional customer support. 
· Processing orders, forms applications and requests. 
· Knowing our product inside and outside so that you can answer questions. 
· Acknowledging and resolving customer complaints. 
· Responding promptly to customer inquiries. 


Union Bank of Nigeria
Team Lead Retail Sales 
· Responsible for overseeing all activities within  a team 
· Coach team members 
· Resolve conflict 
· Developing and implementing timeline to achieve targets 
· processing loans for customers
· promoting the company’s brand 
· proactively seeking new business opportunities in the market 

Union Bank of Nigeria
Direct Sales Agent
· Administer and ensure compliance to all sale objectives.
· Manage selling of various products in professional manner.
· Monitor all customer queries and ensure timely response to all issues.
· Coordinate with customers and provide various company plans and services and detail quote for all required information.
· Maintain and update knowledge on all company products and services.
· Maintain knowledge on all competitor products and services and analyze all advantages and disadvantages for various products.

First City Monument Bank (FCMB), Abuja	2015 – 2016
Relationship Officer
· Understand customer needs and develop plans to address them
· Identify key staff in client companies to cultivate profitable relationships
· Resolve customer complaints quickly and effectively
· Forward upselling and cross-selling opportunities to the sales team
· Promote high-quality sales, supply and customer service processes

Orlu Local Council, Imo State	2012 - 2013
Finance Department (National Youth Service Corp)
· Assisting in the preparation of budgets.
· Managing records and receipts.
· Reconciling daily, monthly and yearly transactions.
· Preparing balance sheets.
· Processing invoices.



West Africa Ceramic Company, Ajoakuta, Kogi State	2008 – 2009
Store Keeper
· Receive and forward all types of goods and deliveries in and out of the hotel to the correct point of storage area.
· Follow all standards for issuing and receiving stock within the store's area of operation.
· Monitor and take inventory on regular basis to compile orders based on par levels or needs.
· Maintain clear and organized records to ensure all reports and invoices are filed and stored properly.
· Ensure cleanliness of all areas, keeping storage areas clean & tidy and in strict compliance with hygiene regulations.

HOBBIES	
[bookmark: _GoBack]Meeting People and Reading.

REFEREES	
Mrs. Rosemary Egbuga    
Branch Service Manager
Union Bank Nigeria PLC, Abuja.                      08095719570

Mr Inalegwu A.O
Dean
School of Business and Management Benue State Polytechnic, Ugboloko, Abuja.                             07052285303

Mr. Wilson Idiagboya
Head of Consumer Unit,
First City Monument Bank, Abuja          08056637624
