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HOME ADDRESS 
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Date of birth: 25th March 1987
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Lagos.
Nationality: Nigerian


Marital status: Single


( tomi_oladejo@yahoo.com

( Mobile : 0708070346,08185863880
SUMMARY


Four/Five years work experience as Customer Care Executive has made me to have great inter-personal skills.
OBJECTIVE
To join an organization that fosters the use of processes, the development and advancement of project management, with the aim of achieving the best result possible and emerging in excellence.
STRENGTHS
· A motivated individual who enjoys challenges and problem solving 
· Excellent interpersonal, communication and management skills

· Excellent team player with leadership qualities and attributes
· A desire to learn and an ability to learn fast

· A passion for developing new skills and expertise
· Reliable and organized

· A drive to achieve set goals and objectives within given time frame
· Ability to work in a team

· Respect for authority, colleagues and subordinates
CERTIFICATIONS
· BSC in Computer & information Science (BSC)

· Diploma In Computer Science (DDP)
EDUCATION 

· Lead City University, Ibadan
· Bachelor of Science in Computer & information Science - Second Class Lower Division (2008)

· Lead City University, Ibadan
· Diploma in Computer Science – Upper Credit (2005)
· National Examination Council (NECO) 2006
           Senior Secondary Certificate Examination (2001)
· Queen School Apata, Ibadan

Junior Secondary School Certificate (1999)
COMPUTER SKILLS
· Microsoft Office Word

· Microsoft Office PowerPoint
· Microsoft Office Excel
· Finacle

WORK EXPERIENCE
Nov11 2013- Nov 26 2015 Stanbic IBTC Bank Plc                               Enquiry Officer/Account Officer
  Duties
· Account Opening
· Attend to telephone queries regarding cheques books
Control chequebooks

· Attend to telephonic queries regarding cheque books

  Control Automated Teller Machines (ATM) cards

· Receive and handle ATM cards according to laid-down policies and procedures

· Ensure the ATM cards are locked away overnight 

· File ATM cards in received date order

· Handle retained ATM cards according to laid down procedures

· Perform daily balancing of ATM cards in conjunction with the Asset Custodian

· Attend to telephonic enquiries regarding ATM cards

Statements

· Issue off-cycle statements at customer’s instance and take charge as appropriate

· Keep records of all source instructions from customers

 Routine

· Receive standing payment order instructions and forward to appropriate unit for processing according to laid down procedures/opening of Account and maintain 100% KYC
· Attend to entries regarding cheques and deposit books sold

· Complete weekly stationery orders for own department

· Attend to written inter-account transfer instructions

· Advice team leader frontline support to verify all value transactions posted

· Process instructions for cash transfers (CT) according to laid down policy

· Log completed customer’s complaint on the appropriate remedy application on daily basis

· Preparation of destruction certificate (ATM Cards)

Registers

· Cash transfers (CT) collection register – record details and compare the balance in the register against the system figure

· Customer complaints register

· ATM cards register and daily balancing file

· Cheque book collection register

Western union

In charge of Western Union Money
Dec2010 –Oct 2013 Solid Rock Hospital, Lagos Nigeria
Admin/Hmo Officer
· Perform patient verifications

· Process orders, forms, applications and requests

· Direct requests and unresolved issues to the designated resource

· Sending of patient bills 
· Record details of inquiries, comments and complaints

· Record details of actions taken

· Manage administration
· Handling and Processing Hmo Bills through Genie.

Hmo bills processed by me are as follow....
· Hygeia
· Clear line
· Total Health Trust (THT)

· Anchor

· Mediplan
· Liberty Blue

· Nonsuch
· Manage Health care (MH)

· Princeton Health

· Royal Exchange

2008 – 2009 Director of Schools Lead City University, Oyo State, Nigeria
P.A to the Director Of Schools
· Interpersonal skills

· Communication skills - verbal and written

· Listening skills

· Problem analysis and problem-solving

· Attention to detail and accuracy

· Data collection and ordering
2009-2010 Camlight Solution Front desks Officer National Youth Service Corp (NYSC)
· Interact with customers to provide and process information in response to inquiries, concerns and requests.
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