
ODIA,EKIJOY
Address:4AdenugaStreet,SangotedoAjahLekkiEpeExpressWay,LagosState

E-mail:odiajoy92@gmail.com

Tel:08110530488,07080088923 Sex:Female

CAREERSUMMARY:

Aresults-orientatedAdministrative/Customerservicespecialistwithover4yearsexperience

withStrongtrackrecordofforbuildingproductiveandpositiverelationshipswithdiverse

customersresultinginimprovedcustomerretentionandloyalty.Provenabilitytomanagea

high-volumeworkloadinacalm andconstructivemannerwithasolidrecordofsuccessin

troubleshootingandproblem resolution.

Acommittedteam memberwhoconsistentlyachievescustomerservicegoalsandadds

significantvaluetothebottom line,familiarwithdailycorporateenvironmentoperationsand

equippedtofacilitatetheprocesseffectivelyandefficientlyimproveit;self-motivated,with

theabilitytoexcelinafast-pacedenvironment,communicateeffectivelyatalllevels,

managecompetingpriorities,andadaptreadilytonew challenges

FUNCTIONALCOMPETENCIES:

 AdministrativeSupport SupplyManagement

 ClientServiceManagement EmployeeRelations

 ProcessImprovement OfficeManagement

 MSOfficeApplications CustomerService

 Strategicplanning DataEntry

WORKEXPERIENCE:

ROTOXPRESSAUTOMOBILELIMITED 2018-tilldate

Role:CustomerServiceOfficer/ServiceManager.

Responsibilities

 Resolvecustomercomplaintsviaphone,emailorsocialmedia.

 Ensureddeliveryofvehiclestocustomersontime.

 Reachouttocustomersviaphonecallstoresolvecomplainsand alsogiveupdateof

pendingjobsintheworkshop.

 Greetwalkincustomersandinteractwiththem tounderstandtheirvehicularproblems.

 Preparecostestimatesofjobincludingtheservices,repaircostandthecostofspareparts.

 Supervise,manageandmonitorautomotiveservicetechniciansandrepairers.

 Ensurecustomersatisfactionatthehighestlevelthrougheffectiveserviceandrepair.

ROTOXPRESSAUTOMOBILELIMITED 2016-2018

Role:FrontDeskOfficer.

Responsibilities

 Greetclientsassoonastheyarriveandconnectthem withtheappropriatedepartment.
 Answerthephoneinatimelymanneranddirectcallstothecorrectoffices.
 Createdandmanagedbothdigitalandhardcopyfilingsystemsforallpartners.
 CompleteprocedureswhenGuestsarriveandleave.
 Preparebillsandtakepayments.
 Achieved95%customersatisfactionscorebasedonfeedbackforms.



 Handledsuccessfully100+phonecallsdailywithnocomplaintsduringthelast2years.

NIGERIABOTTLINGCOMPANY(CONTRACTSTAFF) 2014-2017

ExecutiveAssistance/AdminOfficer.

Responsibilities

 Manageofficesuppliesstockandplaceorders.

 Prepareregularreportsonexpensesandofficebudgets.

 Organizeafillingsystem forimportantandconfidentialcompanydocuments.

 Arrangetravelandaccommodations.

 Schedulein-houseandexternalevents.

 Providegeneraladministrativeassistance.

 Answeringphonesandroutingcallstothecorrectpersonortakingmessages.

 Accuratelyrecordingminutesfrom meetings

PERSONALSKILLS:

 Self-motivatedandabletoworkonowninitiative,andteamwork.
 Strongabilitytoimpactknowledgeonothers
 Excellentinterpersonalandcommunicationskills
 Extremelydisciplinedandsuccessmotivated.
 Attentivetodetailsandexcellentnegotiatingskill
 CustomerserviceorientedandagoalgetterwithCan-doattitudetowork
 ProficientinMicrosoftApplicationswithGoodtypingSpeed

EDUCATION:

 AuchiPolytechnic,AuchiEdoState. 2016-
2018
HigherNationalDiploma(HND)inMechanicalEngineering

 AuchiPolytechnic,AuchiEdoState. 2012-2014
NationalDiploma(OND)inMechanicalEngineering

 GovernmentScienceandTechnicalCollege,BeninCityEdoState. 2007-

2010

SeniorSchoolCertificateExamination(WAEC)

FederalCraftCertificate(FCC)

HOBBIES:

Achievingsettargetandgoal.Workingsmartandeffectively.

TravellingandMeetingpeople

REFEREE:

AvailableonRequest




