ADEOSO, AYOBAMI MARGARET

E-mail:  ayobamimargaret@gmail.com, bammyay88@yahoo.com
  

Address: 16, Ogundiran Street, Isheri-Olofin, Lagos.
Tel: 0803 486 0594

Date of Birth: 21/December/1988      

State of Origin: Oyo

Nationality: Nigerian

Marital Status: Married

Sex: Female


SKILLS

· Ability to keep confidentiality with private and public organisational matters.
· Ability to manage multiple tasks efficiently and work productively in a fast paced,   team oriented environment. 
· A mature and responsible approach to work and use initiative to solve problems with the ability to liaise in a professional and persuasive manner with customers and staff at all levels in the organization. 

· Excellent written and spoken English language skill
· Proficiency with computer usage (Microsoft office) and applications.
QUALITIES: Diligence, honesty, integrity and trustworthiness

ACHIEVEMENTS: 

· Persuaded prospective parents/customers leading to a 40% increase enrolment in the population of the school. 

· Acted as an intermediary between parents and the school.

· Acted as an intermediary between the school management and the employees

· Organised successful programmes like end of the year party, orientation programmes  for parents, valedictory service, carol and concert, Parents Teachers Forum (PTF) etc

· Prepared reports to provide management with feedbacks.

· Up-to-date with details regarding the organisation. 

EDUCATION

· Federal Radio Corporation of Nigeria, Lagos.

2012
Basic Information Technology
· Moshood Abiola Polytechnic, Abeokuta.


2010
HND in Mass Communication
· Ofiki Grammar School, Ofiki, Oyo State.


2004   [SSCE]
· Local Authority Primary School, Ofiki, Oyo State.
1998   [First School Leaving Cert]
Dissertation:  ‘The EFFECTS of grassroots media on the rural populace.' (HND)
WORK EXPERIENCE

EBUN HERITAGE FOUNDATION SCHOOL, LAGOS.

(August, 2017-PRESENT)  

POSITION HELD: SCHOOL ADMINISTRATOR

JOB RESPONSIBILITIES:


· Relate one on one with parents on matters concerning the school.
· Register students for external examinations.
· Oversee all day to day general running of the school and give reports on daily/weekly/termly basis.

· Ensure that the pupils excel both academically and morally in the school

· Prepare a working calendar for a new term and a new session.

· Receive and address both internal and external correspondence.

· Prepare both internal and external memos.

· Ensure the employees perform their duties as required.

· Ensure the employees are happy and motivated to do their job.   

EBUN HERITAGE HIGH SCHOOL, 
LAGOS.




(2013-2017)  

POSITION HELD: HIGH SCHOOL REGISTRAR

JOB RESPONSIBILITIES:


· Collected all data of new students for proper registration and class allocation
· Prepared transfer certificates and withdrawal forms to send records to all required quarters.  
· Compiled information for school newsletter, website and messages to parents for school gatherings and events.
· Set agenda, presenters and necessary materials for Parents Teachers Forum (PTF)
· Decided what needs to be ordered and did requisitions for office materials/equipment.
· Monitored students' school fees payments and issue receipts.
· Distributed all writing materials to new students and teachers at the beginning of every session or term as the case maybe.
· Filed both internal and official correspondences 
EBUN HERITAGE HIGH SCHOOL, EGBE -IDIMU, LAGOS. 


(2012)  

POSITION HELD: High School Coordinator/ English Language Instructor

JOB RESPONSIBILITIES: 

· Coordinated the affairs of teachers as regards punctuality, attitude to work and discipline.
· Served as a middle man between the school and the parents (customers).
· Taught English language from JSS1 - 3.
· Marked and recorded pupils' examination scripts.
LAGOS TELEVISION, IKEJA LAGOS.






(2010 - 2011)


NATIONAL YOUTH SERVICE CORPS (NYSC)


JOB RESPONSIBILITIES:

· Compiled and arranged news stories from correspondences to the editor before airing. 
· Monitored foreign TV stations for updates on emerging and braking news.
· Posted news stories and updates to station's website.
TRAININGS AND SEMINARS ATTENDED

Etiquette and customer service



2015


Ebun Heritage Schools

Teaching difficult concepts in English


2014


Learn Africa PLC

Peer education training 




2011


NYSC Scheme

HOBBIES

Reading, assisting  people, and working on the system.

