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CONTACT 
Address:
Zone 5, No 187, Omiyale ,
Olomi, Ibadan, Nigeria.
Phone:
+234 803 250 3722 
Email:
btunie33@gmail.com
LinkedIn

https://www.linkedin.com/in/olayemi-ogunjimi-93a14a69
LANGUAGES
English 
Yoruba 
Hausa

	
	OBJECTIVE 
Experienced Support worker, Tutor,Transcriptionist,Translator, Admin Assistant, Data Analyst (Clinical and Non-Clinical Data), and Client relation with over 7 years of experience in Operation management. Excellent reputation for resolving problems, improving customer satisfaction, and driving overall operational improvements. Consistently saved costs while increasing profits, and Skilled at entering and organizing mass amounts of data quickly and accurately. 

WORK EXPERIENCE
Telemarketer/Customer service officer 
Premier Producers Group LLC. USA
2023- Present
 * Answer incoming calls from prospective customers
  *Use scripts to provide information about product’s   features, prices etc. and present their benefits
  *Ask pertinent questions to understand the customer’s requirements
  *Persuade the customer to buy by demonstrating how merchandise or services meet their needs
  *Record the customer’s personal information accurately in a computer system
  *Deal with complaints or doubts to safeguard the company’s reputation
  * Doing other duty assigned
Support Worker 

New Day Hospital

2021 -  2023

   *Adopted strong empathy, a caring and compassionate  nature toward patients.

   *Supported the patients with the personal hygiene

   *Dealt with the challenging behaviour politely.

   *Operated with a positive & professional approach

   *Reliabe, flexible, hard working and Teamwork

   *Ensured patient safety.

   *Supported patient's mobility.

   *Helped with getting out and in bed.

   *Ensured that the patients were comfortable always.

Freelancer

Eccenllente Services Pvt. Ltd, India

Gotransparent.com, Gotranscript.com

2016 - Current

  * Translation, English - Yoruba, Hausa- English

  * Transcription, English - Yoruba, Hausa-English

  * Proofreading

  * Editing, English to Yoruba and Hausa

Online Tutor

Latinhire- Brainly.com
2019 – Current

· Helping college, high school and middle school students in the United States to solve difficult questions in subjects like biology, social studies and health.

· Using the simplest and easiest methods of teaching to explain the topics.
Data Analyst / Interviewer / Field Worker at Maryland Global Initiatives Corporation, Uni Of Maryland, Abuja, Six States in Nigeria (Nigeria AIDS Indicator and Impact Survey Project)
May 2018  –  December 2018

· Accurately entered the quality data collected by interviewing the selected participants, using the microcomputer provided.
· Collected quality data on the incidence and prevalence of HIV/AIDS in the country.
· Kept optimal quality levels to prevent critical errors and support team performance targets.

· Corrected any data entry error to prevent later issues such as duplication or data degradation.

· Enhanced data storage protocols by reorganizing over 5 documents after initial data entry.

· Performed more than 8 hourly 10-key actions while maintaining 1% error rate.

Branch Operation Manager / Consultant / Executive Assistant at The Interactive Learning Education Services, Lagos

January 2016  –  March 2018

· Managed quality assurance program including on site evaluations, internal audits and customer surveys.

· Delegate various administrative functions, including filing paperwork, delivering mail, sorting mail, office cleaning and book keeping.

· Monitored social media and online sources for industry trends.

· Devoted special emphasis to punctuality and worked to maintain outstanding attendance record, consistently arriving to work ready to start immediately.

· Worked with lead customers to understand requirements and provide exceptional service.

· Negotiated agreements between employees to clarify misunderstood directions and resolve conflicts affecting performance.

· Developed team communications and information for scheduled meetings.

· Overseen the activities of the administrative , account and customer service section.
Translation Expert - Freelancer
LKJ MEDIA
January 2012  –  December 2019
     *Translated documents in English and Yoruba.
     *Listened to video dialogue and developed translation   into target language to prepare subtitle scripts.
     *Applied cultural understanding to discern specific meanings beyond literal written words.
     *Reviewed final works to spot and correct errors in punctuation, grammar and translation.
Tutor / Consultant at Unique Preversity Campus, Ibadan

January 2013  –  December 2015

· Structured activities for interactive learning, including word analysis, reading understanding and fluency skills.

· Evaluated and documented student progress and behavior, recommending tactics to improve tutoring effectiveness.

· Prepared lesson plans to meet goals identified in students' individualized study plans.

· Identified students with math anxiety disorders and other learning challenges and referred to appropriate professionals for further help.

· Interacted with parents, students and co-workers to build support networks and enhance student success

· Collaborated with parents to create tutoring sessions appropriate for student's age, learning preference and learning style.

· Measured outcomes and progress of students using benchmark assessments.

· Motivated students towards learning and studying to build self-confidence and reduce anxiety of failure in writing.

· Supported teacher instruction by discussing concepts and creating custom practice questions.

· Applied effective learning strategies to improve students' study skills and retention.

· Worked with students in classrooms, small study areas or home environments to provide educational support.

· Reviewed computer science class material with students to support discovery of correct answers to problems.

· Planned lessons for allotted time to strengthen weak subjects and build skills on stronger ones.

· Responded to after hours email and telephone requests to provide students assistance with specific questions.

· Participated in training classes to improve tutoring practices and learn new tutoring techniques.

· Taught reading comprehension and writing tactics to improve reading and writing skills.
National Youth Service Corps - 2011 - 2012

   •  Taught Senior class students Biology. 

   *  Prepared students for external competition like quiz. 
EDUCATION
Certificate 

CPR, AED and First Aid on infant, child and Adult

March 2023

Certificate

Assessing Competence for the Care Certificate

March 2023

Certificate

Preparing for an outstanding CQC inspection

March 2023

Certificate

Effective Supervision, A Practical guide for Adult Social Care Managers and Supervisors.

March 2023

Certificate, Center For Bioethics And Research, Ibadan

May 2018  –  May 2018

Biomedical Investigator
Certificate, Center For Bioethics And Research, Ibadan

May 2018  –  May 2018

Good Clinical Practice
Certificate, Center For Bioethics And Research, Ibadan

May 2018  –  May 2018

Nigerian, National Code for Health Research Ethics.

Certificate, Maryland Global Initiatives Corporation, Uni of Maryland, Abuja
July 2018  –  December 2018

Certificate of Participation

National Youth Service Corps Certificate 

November 2011 - November 2012

B Sc Microbiology, University of Ilorin, Ilorin, Nigeria

March 2004  –  July 2011

Bachelor of Science

High/Secondary School Certificate, Ibadan Christ Apostolic Grammar school, Ibadan

September 1995  –  July 2001

West African Senior School Certificate and National Examination Council certificate

ADDITIONAL SKILLS 
Support worker skill

Data analysis
Administration

Email management

Calendar management
Project management

Client management and relations
Skilled in MS word, Excel, Outlook, PowerPoint, CSPro, G Suite, G Hangout

Business growth and retention

Staff leadership

Staff management

Staff supervision

Growth planning

Interviewing

Data collection and organization

Customer service and engagement

Sales Executive

Editing and Proofreading

Translation

Interpreting
Credit claims expert

REFERENCES
References available on request.
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