    AROGUNDADE 
LAWAL- ADEMOLA
 (Executive Administrative Assistant)
[image: C:\Users\Arogdemlaw\Desktop\IMG_20240312_110648_8.jpg]
PROFESSIONAL SUMMARY
Highly organized and detail-oriented Administrative Assistant with over 5 years of experience providing efficient support to senior executives and teams. Adept at managing schedules, coordinating meetings, and improving administrative processes to enhance productivity. Excellent communicator with strong multitasking abilities and a proven track record of delivering high-quality work under pressure.
Skill Highlights
· Project management
· Strong decision maker
· Proficient in ms-word,excel,access and internet
· Customer friendly
· Team player
· Creative design
· Innovative
· Team management skills
· Excellent communication
· Service-focused
Experience
· Administration
· Records Processing
· Customer Management
· Transaction Processing
· Data analysis with tableau
· Product Design
[bookmark: _GoBack]Education
· NCE (ECONOMICS/MATHEMATICS): 2010
    Adeniran Ogunsanya College of Education, Ijanikin, Lagos

· Bed (ECONOMICS EDUCATION): 2016
Lagos State University (LASU), Ojo, Lagos
Certifications
· Product design -  May, 2024
· International volunteering certificate  -  July, 2022
· Productivity tools and digital literacy -  Nov, 2022
· Introduction to critical infrastructure protection 
WORK EXPERIENCE 
Freeman’s Divine perfection schools, Ota -2019-2018
Vice-Principal (Academics)
Al-Ansar International School, Ota – 2018-2022
School Administrator/Coordinator
Al-Alim Muslim Schools, Ijoko- 2023-April 2024
School Admin/Coordinator






Phone Contact
+234 8084717417
+2348147473341

Email:
arogdemlaw2010@gmail.com

Linkedin:
linkedin.com/in/arogundade-lawal-62a9a8195
Languages
· English
· Arabic
Interests
· Administrative
· Cyber security
· Product design
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