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OLUWADAMILARE OLALEKAN AYORINDE
Mob No: +971559819307
Abu Dhabi, UAE
Email: oluwadamilareolalekan@gmail.com
career objective 

Seeking a position of Office Administrator to work in a fast-paced and challenging environment, where 5 years of experience, solid analytical and quantitative skills, accompanied with a strong passion Result-oriented, intelligent, organized, and motivated individual is seeking an available management position with your company in an effort to utilize years of experience to fulfill the company's strategic requirements.
career summary 
A dedicated, focused, resourceful, innovative and enthusiastic Administrative with substantial years of experience and good at prioritizing, completing multiple tasks simultaneously and following through to achieve targets and objectives with huge experience in coordinating, planning and organizing wide range of administrative activities.
Personal profile  
Date of Birth
 
: 
16 – Sep – 1994 
Nationality 

: 
Nigeria 
Gender


:
Male 

Marital Status

:
Single 
Religion 

:
Christian 

skills 

Self-motivated, initiative and high level of energy, strong personality, staff supervision and ability to initiate and manage cross-functional teams, easy to deal with, documentation and record keeping skills, high respect with everyone, written and verbal communication skills, trustworthy, accuracy in preparing assigned task, flexible in terms of working capabilities, proficient in MS Office applications (40 wpm), 

EDUCATIONAL QUALIFICATION 

· High School Certificate Examination (SSCE) 




2011

· Junior Level Certificate (JSSCE)





2006

· Computer Science (O.N.D) Certificate 

KWARA STATE POLYTECHNIC ILORIN KWARA STATE 

2014 

· Hardware and Networking program – 2 yrs certificate 
Work experience 

Company:  
Etihad Airways, Abu Dhabi, UAE.

March 2016 – June 2020


Position:
Office Administrator  
Company:  
Image Laundry Abu Dhabi, UAE.


Nov 2014 – Feb 2016



Position:
Office Secretary 
Company:  
Arik Airway, Lagos Nigeria



Jan 2012 – Oct 2014



Position:
Administrative Assistants 
key responsibilities 
· Answer phone calls related to flight operation.
· Assist other admins and supervisions of the flight operation to ensure the highest levels of guest service through the application of all Core standards and standard operating policies of the organization.
· Ensure flight procedure and systems operate efficiently

· Produce and distribute correspondence memos, letters, faxes and forms related to flight operations.
· Prepare regular report regarding flight operations.  
· Create and update records and databases with personnel, financial and other data
· Submit timely reports and prepare presentations/proposals as assigned

· Coordinate office activities and operations to secure efficiency and compliance to company policies

· Supervise administrative staff and divide responsibilities to ensure performance

· Ensure that the outgoing and incoming mail is allocated to the right department within the organization.
· Manage and maintain the filing system that has been implemented into the organization e.g. information systems.

· Assist in effective supervision of the employee relations within the department through involvement in performance appraisals, recognition, incentive programs and communication. 

· Prepare and mail out invoices daily.
· Perform regular backups to ensure data preservation.

· Sort and organize paperwork after entering data to ensure it is not lost.
· Update existing data.
References 

Available upon request.
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