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 6 Ardgay Street, Flat 0/2, Glasgow, G32 7AT

447-519-745391 odunayo.odole@gmail.com
Results-driven Customer Relations Representative offering 2 years in achieving positive results in public sector. Articulate negotiator skillful in supporting competitive company growth by sourcing top-quality applicants for critical roles. Organized planner with excellent team leadership and program management abilities. Solid team player with outgoing, positive demeanor and proven skills in establishing rapport with clients. Motivated to maintain customer satisfaction and contribute to company success. Specialize in quality, speed and process optimization. Articulate, energetic and results-oriented with exemplary passion for developing relationships, cultivating partnerships and growing businesses.
SkillsExcellent
Excellent
Very Good
Excellent
Very Good
Very Good
Excellent
Very Good

Administrative support
Complaint resolution
Creative problem solving
Recordkeeping strengths
Advanced MS Office Suite
Filing and data archiving
Human Resources Management (HRM)
Travel coordination
Proofreading
Excellent
	Office management	
Excellent
Work History

2022-012020-01 - 2021-06	Customer Relations Representative
Office of the Special Assistant on Job Creation and Youth Empowerment,
Abeokuta, Ogun State
· I escalated issues I couldn't resolve to technical team (back-end team) 
· Contributed subject matter expertise to monthly meetings, recommending process improvements for entire department.
· Assessed caller accounts to determine benefits, identify service needs and resolve issues.
· Promoted superior experience by addressing customer concerns, demonstrating empathy and resolving problems swiftly.
· Learned and maintained in-depth understanding of product information, providing knowledgeable responses to diverse questions.
· Successfully attended to over 300 complaints/cases from the job portal within my first 3 months.
· Staff of the Month Award for the month of (third month on the job) 
· Delivered on the OG-YES user survey pre-launch of the project, a special assignment given to me by the Special Assistant to the Governor on Job Creation and Youth Empowerment
2018-08 - 2019-07	Administrative Assistant
National Youth Service Corps, Ibadan, Oyo State
· Record Management: filing and retrieval of records
· Assisted the Secretary to the Local Government with daily tasks
· Oversaw sending classified mails to staff
· Coordinated information distribution within the office
· Served as scribe for management meetings
· Scheduled office meetings and client appointments for staff teams. 
· Answered multi-line phone system, routing calls, delivering messages to staff and greeting visitors.
· Executed record filing system to improve document organization and management.
· Generated reports and typed letters in Word and prepared PowerPoint presentations.
· Supported room reservations, agenda preparation and calendar maintenance for programs, meetings and events of the local Government. 
· Sorted, opened and routed incoming correspondence and deliveries to help senior leaders respond quickly to business and customer requirements.
· Kept reception area clean and neat to give visitors positive first impression.
Education
2022-01 - Current	Master of Science: Human Resource management
Glasgow Caledonian University - Glasgow, Scotland
2014-09 - 2018-11	Bachelor of Science: International Relations
Lead City University - Ibadan, Oyo State
2009-09 - 2014-07	Senior Secondary School Certificate 
Lead City High School- Ibadan, Oyo State

Languages 

English Language 

Additional Information

Honours and Awards, Certificate of National Youth Service Corp (2019)
Best Graduating Student in Peace and Conflict studies, Lead City University

Affiliations
Chartered Institute of Personnel Management

Certifications
Certified Human Resource Manager, CIPM - PE2
Interests
Human Relation
Healthcare
Customer Relation
