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PROFESSIONAL SUMMARY
Highly qualified with over 16 years of administrative experience in both public and private work environment with a proven effective teamwork and collaboration skills of personnel, investment, facilities and financial management. project analysis, information systems. As a good Chief Administrative Officer (CAO) i possess efficiency, strategic vision, leadership skills, strong organization, and communication skills. I am knowledgeable in business functions and regulations, and capable of decision-making and problem-solving. Well-established in administrative fields that are fast-paced and challenging. I have attitudinal change for productivity and strong work ethic, and critical thinking skills, with good technical, interpersonal and communication skills, customer focus, discretion, multitasking ability, tactical and operational excellence with knowledge of different computer applications. Provide administrative and secretarial support to other departments and assist in managing simultaneous projects to meet up with deadlines and report writing skills.
WORK EXPERIENCE
Chief Administrative Officer
Sep 2006 - Present

Independent National Electoral Commission • Abuja, Nigeria


· Establish objectives for the organization in accordance with government legislation and policy, formulate or approve and evaluate programs and procedures alone or in conjunction with senior government committees

· Advise elected representatives on policy questions and refer major policy matters to these representatives for final decision

· Recommend, review, evaluate and approve documents, briefs and reports submitted by middle managers and senior staff members

· Co-ordinate department activities with other senior government managers and officials

· Make presentations to legislative and other government committees regarding policies, programs or budgets

· Allocate human and financial resources to implement organizational policies and programs

· Establish financial and administrative controls.

Administrative Assistant
Jul 2005 - Aug 2006

Mcwealth Nigeria Limited • Abuja, Nigeria


· Prepare, key in, edit and proofread correspondence, invoices, presentations, brochures, publications, reports and related material from machine dictation and handwritten copy

· Open and distribute incoming regular and electronic mail and other material and coordinate the flow of information internally and with other departments and organizations

· Schedule and confirm appointments and meetings of employer

· Order office supplies and maintain inventory

· Answer telephone and electronic enquiries and relay telephone calls and messages

· Set up and maintain manual and computerized information filing systems

· Determine and establish office procedures

· Greet visitors, ascertain nature of business and direct visitors to employer or appropriate person

· Record and prepare minutes of meetings

· Arrange travel schedules and make reservations

· May compile data, statistics and other information to support research activities

· May supervise and train office staff in procedures and in use of current software

· May organize conferences.

Administrative Manager
Nov 1999 - Jun 2005

Sixxerton Ventures Nigeria Limited • Abuja, Nigeria


· Plan, organize, direct, control and evaluate the operations of a department providing a single administrative service or several administrative services

· Direct and advise staff engaged in providing records management, security, finance, purchasing, human resources or other administrative services

· Direct and control corporate governance and regulatory compliance procedures within the establishment

· Plan, administer and control budgets for contracts, equipment and supplies

· Prepare reports and briefs for management committees evaluating administrative services

· Interview, hire and oversee training for staff.

EDUCATION
Master of Business Administration (HRM)
Jul 2012 - May 2015

National Open University of Nigeria • Abuja, Nigeria


Bachelor of Science in Business Management
Sep 2004 - Aug 2008

University of Calabar • Abuja, Nigeria


Postgraduate Diploma in Management
Sep 2002 - Jul 2003

University Of Calabar • Abuja, Nigeria


Advanced Diploma in Purchasing & Supply
Sep 2000 - Aug 2002

Obafemi Awolowo University (UNIFECS) • Abuja, Nigeria


Diploma in Purchasing & Supply
Sep 1996 - Aug 1999

Kaduna State Polytechnic now  Nuhu Bamali Polytechnic • Zaria, Nigeria


West Africa Examination Council
Sep 1987 - Oct 1993

Government Secondary School • Ilorin, Nigeria


Primary School
Sep 1981 - Oct 1987

Bishop Smith Primary School • Ilorin, Nigeria


SKILLS
· Communication / Interpersonal Communication

· Problem Solving / Confilct Resolution

· Decision Maker

· Organization

· Time Management

· Project Management

· Leadership

· Skills Management

· Record Management / Filling

· Strategic Planning

· Team Work

· Multitasking

· Computer Literacy / Technology

· Customer Service

· Writing / Typing / Soft Skills

PROFESSIONAL CREDENTIALS
· Certificate in Computer Basics & Engineering

· Certificate in Managing the Business I, II, & III

· Certificate in Memo, Minutes & Report Writing

· Certified Management Specialist in Time Management

· Fellow, Institute of Management Consultants

· Fellow, Institute of Management Specialists

· Fellow, Masterminds Business School

· Member, Certified Management Consultants

· Training in Continuous Voter Registration Officials

· Training in Electoral Study Cycle

· Training in Office Admin, Personal Assistant & Secretariat

· Training in Training of Trainer (ToT) for 2019 Election Personnel

· Training in disciplinary procedures and staff law

· Training in Voter Education for Assistant Electoral Officers, (Admin)

· Certificate in Problem Solving Skills

VOLUNTEER WORK
Education for all
Apr 2022 - May 2022

Community Development • Ilorin, Nigeria


Promoting YALI Network / Women’s Right
Nov 2018 - Jan 2019

Young African Leaders Initiative (YALI) • Ilorin, Nigeria


AWARDS AND HONOURS
Award of Leadership Excellence
2022

Doctor of Business Administration (HC)
2022

Doctor of Excellence in Intl. Business & Leadership (HC)
2022

Executive MBA in Leadership & Management
2022

