FAITH OGHOGHO 
 
 
 DERBY CITY, ENGLAND, UNITED KINGDOM, 
DE1 1NU, +447454965158, faithmatthew47@gmail.com
         PROFESSIONAL SUMMARY
Accomplished Business Support Assistant with years of experience providing comprehensive administrative and secretarial support in education, and business sectors. Adept at managing electronic and hard copy records, coordinating schedules, and ensuring compliance with organizational policies. Proven ability to handle confidential information, meeting project timeline, effectively handling task priorities, plan events, and support team operations. Proficient in Microsoft Office Suite, including  Excel, and skilled in maintaining high standards of professionalism and efficiency.
                                                       TECHNICAL SKILLS
	· Microsoft Office Suite (Strong Excel skill)
· Proficient in Microsoft Office, particularly with Excel and app in Google workspace
· Enterprise Resource Planning (ERP),
· Event and Meeting Coordination
· Policy Compliance and Awareness
· Analytical and Reporting Skills
· Project Support
· Customer Service Orientation
· Report writing 
· Supervisory Experience
· Microsoft Power B,
· Diary and Email Management
·  People Soft & Concur
· Google Suite
	· Skilled with Word processing and file management. 
· Confidentiality
· Familiar with Excel spreadsheets.  
· Concept Evolution & Commitment to Values 
· Document drafting and production.  
· E-mail and internet skills.  
· Good IT & Flexibility skills
· Good team worker within a small office environment.   
· Good communicator – written and verbal.  
· Good organiser (of self and others).  
· Good telephone manner.  
· Flexible approach to work and time commitment.    



                                                           INTER-PERSONAL SKILLS   
	· Excellent organisational and administrative skills.
· Experience of, and ability to present and produce clear, accurate and concise minutes, action points and reports.
· Ability to communicate effectively with a wide range of stakeholders
· Able to set up/manage effective document management systems.

	· Strong IT skills: Microsoft Outlook, Word, Excel, PowerPoint, Internet Explorer/Google Chrome.
· Experience of organising meetings.
· Familiar with working in an office environment.




                                                                    EXPERIENCE
ASCENIDA TECH          07/2025 -DATE
POSITION: BUSINESS SUPPORT
RESPONSIBILITIES:
· Managed administrative procedures for the department, ensuring efficient and compliant processes aligned with organizational standards.
· Supported the senior leadership team by providing critical operational insights and facilitating strategic decision-making.
· Promoted continuous improvement initiatives, actively enhancing the quality and efficiency of services across the department.
· Effectively manage a busy workload by utilizing organizational tools such as the flagging system in Outlook for prioritizing emails, maintaining a daily to-do list to outline key tasks, and setting calendar reminders to ensure important deadlines and tasks are met efficiently.
· Monitored compliance with policies and regulations, safeguarding adherence to organizational standards and protocols.
· Coordinated regular meetings and events, fostering communication, alignment, and collaborative teamwork within the department.
· Made a small number of outbound calls to verify supporter details. Served as the communication link between facility owners and the operation manager, ensuring smooth and effective information flow.
· Performed various administrative roles, including data entry, filing, and record keeping.
· Responded to client inquiries and resolved any issues related to operations and services.
· Scheduled and coordinated meetings, appointments, and travel arrangements for staff members.
· Assisted in preparing and maintaining reports, memos, and other necessary documents.
· Managed incoming and outgoing mail and deliveries efficiently.
· Monitored and ordered necessary equipment and supplies, ensuring stock availability and budget compliance.
· Managed administrative procedures for the department, ensuring efficient and compliant processes aligned with organizational standards.
· Supported the senior leadership team by providing critical operational insights and facilitating strategic decision-making.
· Promoted continuous improvement initiatives, actively enhancing service quality and efficiency.
· Provided clerical and secretarial assistance throughout the business, maintaining seamless operations and supporting staff needs.
· Led the planning and execution of projects, overseeing their progress to achieve organizational goals effectively and within deadlines.
· Organized and monitored stock levels and procurement processes, ensuring compliance with financial procedures.
· Coordinated team meetings and events, fostering communication and collaborative teamwork within the department.
· Monitored and presented data related to Key Performance Indicators (KPIs) and operational targets.

SEDE CONSTRUCTION LIMITED 			 09/2020– 12/2023
POSITION:PROJECT SUPPORT
RESPONSIBILITIES:
· Provided comprehensive administrative support to staff, and clients, including scheduling meetings, managing correspondence, and organizing events.
· Oversaw day-to-day office operations, ensuring a smooth and efficient work environment.
· Maintained accurate and up-to-date records, files, and documentation related to office activities.
· Greeted visitors, answered phone calls, and managed incoming and outgoing mail.
· Handled billing, invoicing, and financial transactions related to company accounts.
· Monitored and managed customer’s accounts, ensuring accuracy and timely updates.
· Assisted in preparing and monitoring branch budgets, providing detailed financial reports and analysis.
· Maintained office supplies inventory by checking stock levels, anticipating requirements, and placing orders.
· Coordinated meetings, appointments, and travel arrangements for staff members.
· Assisted in the preparation of reports, presentations, and other documents.
· Handled incoming and outgoing mail and deliveries.
· Ensured the office environment is clean, organized, and conducive to productivity.
· Provided support to staff members as needed, including assistance with administrative tasks and troubleshooting office equipment.
· Managed administrative operations, including diary management, correspondence drafting, and event planning.
· Coordinated meetings, prepared agendas, and recorded minutes with follow-up on action points.
· Monitored compliance with mandatory training and managed staff records securely.
· Utilized organizational tools (e.g., Outlook flagging systems) to prioritize workloads effectively.
· Ordered and tracked equipment and supplies, ensuring accurate reconciliation of invoices.
· Ensured data accuracy by maintaining up-to-date action trackers and compliance logs.
· Worked effectively within a busy team environment, completing a wide range of administrative tasks.
· Delivered high-quality customer service by answering and directing telephone calls professionally.
· Performed general office duties including typing, ordering supplies, stock control, and document scanning.
ACCESS BANK PLC 			                                        06/2013–  07/2020
POSITION:CUSTOMER SERVICE ASSISTANT
RESPONSIBILITIES:
· Consult clients on financial needs, proactively identifying opportunities to introduce and explain relevant bank offerings, including savings, credit, and loan products.
· Achieve monthly targets for product referrals and cross-sales by leveraging expert knowledge of the bank's entire service portfolio.
· Facilitate the smooth onboarding of new clients and expansion of existing relationships by accurately processing applications for various banking instruments.
· Serve as the primary customer liaison in branch/remote channels, providing prompt, professional assistance with account inquiries, status checks, and service requests.
·  Conduct thorough customer authentication and identity verification processes to safeguard accounts, ensuring strict compliance with privacy and security protocols.
·  Resolve complex customer complaints and service issues, demonstrating empathy and problem-solving skills to achieve satisfactory resolution and maintain high customer retention scores.
·  Execute and meticulously document sensitive daily banking transactions, including stop payments, internal transfers, and account maintenance requests, using core banking systems.
· Maintain strict adherence to regulatory guidelines (e.g., AML, KYC) and internal bank policies to minimize operational risk and contribute to positive audit outcomes.
· Manage confidential customer records and documentation, ensuring data integrity and accurate filing for audit readiness.
·  Liaise effectively with specialized departments (e.g., lending, fraud, treasury) to ensure seamless handoffs and resolution of complex, multi-functional client issues.
· Trained and mentored new customer service representatives on service standards, product knowledge, and procedural compliance to accelerate team performance.
· Provided detailed performance feedback and identified systemic operational roadblocks to management, contributing to process improvement initiatives across the branch network


EDUCATIONAL HISTORY AND QUALIFICATIONS 	 
[image: ] 
Master of Science; International Business				   2024 – 2025    
University of Derby, United Kingdom.
Grade: Merit
Bachelor of Science; Enterprenuer ans Business Management		  2013- 2017	                                                                                                               
      National Open University Of Nigeria.
Grade: Second Class Lower Division  

National Diploma; Business Administration				     2016 - 2008                            
Edo State Institute of Technology and Management.
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