                                                Anuoluwapo Abayomi Adejare
1 Moody Street
London
[bookmark: _GoBack]E1 4BZ
Tel: 07960198752
                                           E-mail: anuadejare@yahoo.co.uk
Profile: I am available for work immediately. I am hardworking in nature, flexible to working hours and duties. I am an excellent team player and get along with others easily. I am organised and punctual with a willing attitude to learn. I can multi task with good attention to detail. I take pride in all I do and always give 100% to all set tasks.
Key Skills:
1. Effective communication/ Technical Drawing
1. Able to provide accurate & up to date information through a variety of means(including face to face and phone)
1. Good numeracy & literacy ability (up to NVQ level 2)
1. Computer literate to level 2 (including: Mail Merge, Word Processing, Spreadsheet ,Excel  (data entry),Powerpoint and Outlook, basic use of Pivot Table, basic use of Sage Line 50 )

25/07/16-28/02/17      Harrods Ltd
.Com Buying Temporary Employee-Data Entry (duties)
· Carrying out administrative tasks for the team with precision, you will be adept at data entry, gathering all the relevant information (product description, colour, size etc.) needed in order to help with SEO system migration and mapping website URLs.
· Organised with a keen attention to detail you will work with efficiency, always ensuring each deadline is met in a timely manner.

01/05/2015-30/06/15   Learndirect 
Administrator (duties)
· Manning the reception, answering query from client and giving potential learner information about the course we offer
· Registering potential learner by having them fill an application form, entering their details into the database (data entry), setting them up on initial assessment and putting them through to see an advisor
· Making phone calls to learners to confirm their attendance for the course
· Receiving phone calls from the jobcentre about registering potential learners
· Searching for learners file to set them up for diagnostics
· Issuing certificate to learner and updating the system(data entry)

10/03/2014-13/01/2015       Citizens Advice Bureaux
Supporting Administrative Professional, (duties)
· Supporting the debt team with managing data, closing of case file on database and cataloguing the file on spreadsheet, keeping the file in labelled box for archiving
· Supporting the immigration team with scanning of document to the shared area, photocopying of large volume of document, closing of immigration case file, write a standard letter to client informing them about the closing of their case(franking) 
· Supporting on Reception with drop in sessions, opening new case file/opening new client record and updating old client record on the system with changes e.g. address
· Supporting with case checking matrix, updating the attendance sheet with regard to absence/sickness and supporting the reaching communities project
· Working with the HR on the basic use of Sage Line 50 to enter new staff and volunteer into the system. Responding to query from potential volunteer via email
· Supporting the Manager with basic use of Pivot Table to collate the response of survey from staff and volunteer(data entry)
· Making phone calls to list of London boroughs to get contact details of their management and update it on the spreadsheet(data entry)

09/2005-05/2006	Powercool Nigeria Ltd, Ibadan, Nigeria
Worked as Production Engineer Trainee (work placement), duties:
1. Measuring & cutting of the aluminium plate, bending of the plate to form the mould as instructed
1. Testing of the mould for possible leaking
1. Polishing of and painting of the ice block machine, mould and condensing unit
1. Bending & welding of the evaporator, testing for possible leaking
1. Fitting of mesh, fan motor and capacitor to the condensing unit
1. Installing the compressor in the condensing unit
1. Connecting of the terminals to the compressor, capacitors to the electric source
1. Attending exhibition to sell the company’s product

03/2002-06/2002	Maintenance Dept. University of Ibadan, Nigeria  
Trainee Mechanical engineer (work placement), duties:
1. Installing split air-conditioners as instructed
1. Maintaining & Improving high levels of quality work of air-conditioners
1. Working as part of a small team in order to achieve targets
1. Reporting of  all activities to the duty supervisor(weekly)
1. Accurate Filing of daily activities in logbook
1. Labelling of logbook with name and reference number
Education:
10/04/2012-13/04/2012 Inspired Feature Group
· Employability Skill

01/2010-03/2010	East London Advance Technology Training
· City Guilds NVQ Level 2 in IT 

02/2009-04/2009	East London Advance Technology Training 
1. City Guilds ITQ Level 1 in IT

11/2000-04/2007	The Polytechnic Ibadan, Nigeria
· Mechanical Engineering (National Diploma): Pass

1998-2000		Government College, Apata, Ibadan, Nigeria
· Senior Secondary School Certification (Sciences)
                                                                                                                                                                                  
1995-1997		Government College, Apata, Ibadan, Nigeria
· Junior Secondary School Certification
 Hobbies/ Interests: I enjoy being creative, athletics, reading, and watching movies.
References available upon request
