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	Summary
Multifaceted and reliable office manager with years of contract experience with a variety of clients. Skilled at coordinating, sourcing, supporting, administering, and budgeting for offices of all sizes in various environments. Organized and flexible with a track record of optimizing processes for maximum efficiency. Excels at creating innovative solutions that resolve business challenges quickly and increase the bottom line. Proven ability to work with many different personalities.
Skills
	· Proficient in Microsoft Office suites (Excel, PowerPoint)
· Visualization (Tableau)
· Strategic thinking and communication
· Maintains a high level of discretion when dealing with confidential information.
· Ability to listen and interpret messages effectively.
	· Ability to work effectively in a team.
· Strong communication skills
· Management Interaction
· Social Media Networking
· Problem Anticipation and Resolution


Experience:
    Business Analyst:
Payfax Company Limited – February 2019- December, 2022.
· Collaborating with stakeholders to elicit, analyze, document, and validate business requirements.
· Assessing the current state of business processes, identifying areas for improvement, and developing future state proposals.
· Evaluating the feasibility of proposed solutions, considering factors like cost, time, resources, and impact on business operations.
· Identifying and mitigating potential risks that could impact project success or business operations.
· Supporting organizational change initiatives by preparing stakeholders for transitions, addressing resistance, and facilitating adoption.
· Providing training to end-users and support teams on new systems, processes, or tools to ensure smooth adoption and operation.

Assistant Manager
 Federal Inland Revenue Service July 2012 – January, 2019. 
· Tax Revenue Accounting) Lugbe MSTO, Abuja
· Confirmation of credit notes and payment through the web portal/receipts
· Assessment, payment, and discharge into K-card
· Checking and signing of TCC collection annexure
· Preparation of journal adjustment voucher for TCC approval
· Preparation of monthly reports for onward submission to the state coordinator (SC)
· (Audit Unit- Risk Profiling) Utako MSTO
· Risk Profiling of Tax Returns
· Prepare and forward risk profiling report to the Tax controller.
· Reviewing annual returns in relation to standardized selection criteria and making recommendations to Tax Audit
· Carry out Tax Audits on recommended companies.
· (Debt Enforcement Unit) Utako MSTO
· Demand for payment of overdue tax debts from taxpayers through enforcement exercises, tax drives, and monitoring.
· Sensitizing and educating taxpayers on their duty to file tax returns and make remittances on due dates.
Account Officer 
New Life Baptist Schools January 2009 to December 2011 
· Checking expenditure, revenue, and other financial records to ensure numbers are accurate, regulations are complied with, and all payments are accurately classified and recorded.
· Preparation of weekly account
· Preparation of staff payroll
· Supervision of other books of accounts.
Education and Training
PDD International Business Management
Douglas College, British Columbia. May 2024
Canada.
Key Courses: Excel for business, Global trade finance, Trade in the Global market, Global Supply chain management, International trade law, Marketing research.

BSc.: Accounting 
Bowen University Jan 2008 
Osun 
Class Honors, Key courses: Financial accounting, Cost accounting, Management accounting, Statistics, Auditing & investigation, taxation, and Business Analysis)

Certifications
· Certified [Associate Member], The Chartered Institute of Taxation of Nigeria CITN – 2020



