Uzoamaka Ozichi Hamilton 
No 5 Rosenje Street, Gbagada, Lagos. 
Phone: 09060555802
Email: emeloguuzoamakao@gmail.com
PROFESSIONAL SUMMARY


Service management and Admin professional with 4 years’ experience. Capable of responding to customer’s inquiries, data collection and quantitative analysis, maintaining files, conducting research, creating and maintaining the database, scheduling meetings and managing supplies, working with vendors, creating reports, planning events and making travel arrangements. making product or service recommendations, resolving complaints, and registering technical issues of customers as well as maintaining a high level of customer satisfaction.

COMPETENCES

Conflict Analysis |Team management |Project Management |Microsoft Office| Idea Analysis & Critical Thinking |Result oriented| Knowledge sharing |Questionnaire Development & Research Reporting
Customer Service

WORK EXPERIENCE

[bookmark: _Hlk29711149] Transaction Officer - First City Monument Bank
(September 2019 till present)

Key Responsibilities:

       *     Tele marketing 
· Served the consumers through digital (online, mobile, and social) and contact centers (phone, email, and correspondence).
· Provided customers with convenient ways to manage their accounts, enable digital payments, provide solutions that meet their financial needs.
· Delivered exceptional service to our customer by going out of the way to please them.
· Provided the first call resolution, while following strict procedures that meet compliance guidelines.
· Identified and offered the customers the products and services they need and want to succeed financially.
· Maintained great communication skills including speaking clearly, succinctly, and accurately while using a pleasant tone and common conversational courtesies.
· Navigated multiple computer systems, applications, and utilize search tools to find information.



Research Assistant - Green House Resource Centre
(Feb. 2017 – jun. 2019)

Key Responsibilities: 

· Assisted the organization in securing funding for a climate action project
· Managed financial and administrative reports helping to gather content for the firm's
annual report and other presentations.
· Making travel arrangements and hotel reservations.
· Handled supply orders and stock management
· Managed queries from clients, and helped them liaise with employees who could handle
challenges
· Created a feedback platform to help client communicate their experience with our
services
· Created and maintained a customer interaction report, which further helped to build a
· pool possible questions to expect from clients.
Abia State University, Uturu	
(September 2010-September 2014)
Bachelor of Arts (B.A) in French

VOLUNTEER EXPERIENCE

Lagos Food Bank Initiative (January 2019)
· Helped feed a community of over 700 children in Iwaya Community, Yaba.
· Volunteer monthly for the feeding of less privileged children across Lagos state
Short Films for Peace Building
· Engage in peace advocacy through the creation of shot films and social media clips
· Aid in the sensitization of young girls and vulnerable women against the stigma of rape
REFERENCES


References are available upon request.
