UMEOKWUEGBU THERESA OLUCHI 

Elegant Court, Block D, Mobil road, Ilaje ,Lekki-Ajah,Lagos State.

Tel No: 08139532373. Email: oluchi_umeokwuegbu@yahoo.com

PERSONAL DATA        
DATE OF BIRTH: 15th January 1990

HOME ADDRESS :Elegant Court, mobil road ilaje,Lekki-Ajah Lagos State.
ADDRESS 2: No4 Olusegun Daniel Street Ipaye,Iba, Lagos State.
TELEPHONE (MOBILE): 08139532373

E-MAIL: oluchi_umeokwuegbu@yahoo.com  

NATIONALITY AT BIRTH: Nigeria

MARITAL STATUS: Single

EDUCATIONAL QUALIFICATIONS

2013-2014 – National Youth Service Corps (N.Y.S.C) (Ogun State).

2007 – 2011- University of Nigeria, Nsukka (UNN) 
Theatre arts & English
 B.A  Arts  (second class lower division)
2001 – 2007- St. Mary's College ,Ajangbadi Lagos.

West African Senior School Certificate Examination (WASSCE).

1992– 2001 - St. Peter's Nursery & Primary School Alaba, Lagos.

 First School Leaving Certificate.

CAREER OBJECTIVES
1.  To strive for excellence and precision at all times, in all positions and circumstances in order to attain professional distinction and proficiency. 

2.  To make a mark in any environment I find myself in, firm in the knowledge that there is nothing so satisfying to the soul, so defining of one’s character than giving all to a difficult task.

WORK EXPERIENCE

XPOSURE CONNECT AFRICA 

(Lekki)(APRIL 2015- OCTOBER)

Business Development Associate/Digital Marketer
· Responsible for sales and business development 
· Contribute to lead generation activities 

· Admin roles
· Lead fulfilment through email/phone/direct channels
· Running marketing/SEO/SEM/Social campaigns, as per role

· Supervise a project from start to finish
· Communicating to business leaders about the company's digital marketing products.

· Maintaining good relationship with clients

· Customer care

· Press release and writing articles 
· Maintaining and updating information on the organisation's website
· Provide contents for the company's online platform.

· Work as part of a team and close with other department.

· Work with the business development manager.
SLOT SYSTEMS -March 2014 - March 2015
Executive Assistant to the MD
· Manage day-to-day operational and administrative duties to support the Managing Director

· Manage hectic calendar and meeting schedules, using prioritization skills.

· Coordinate logistics and materials for meetings and presentations

· Draft memos, letters, e-mails, documents and other responses as directed by the Director

· Attend meetings, take notes, and produce minutes of meeting

· Handle all duties with a high degree of integrity, professionalism and confidentiality

· Demonstrate commitment to providing customer-focused quality service

· Perform other duties as assigned by the Managing Director
· Communication and correspondence.

· Maintaining effective records and administration. 
· Customer Care 

· Book keeping 

· Assisting the manager when he had work overload 

· Assisting the accountant with calculations and money transfer.

· Face to face and phone conversation with customers.
Unity High School Ijoko, Ado-Ota  , Ogun State.(NYSC)
Teacher 

March 2013 – February 2014 

Literature in English
ZENITH SHIPPING COMPANY LIMITED (LAGOS)

Computer Operator        

Oct 2011-Feb 2012

Tasks:

· Documentation

· Bill lading

· Team's enhancement

· Bank transactions 

               - Payment

               - Withdrawal

               - Money Transfer

Marketer                                 

Feb 2012-Oct 2012

Tasks:

· Sourcing for customers.

· Convincing traders to import and export their goods with the shipping company.

· Customer Relationship.
COMPUTER SKILLS

Microsoft Office Suit (Word,Excel and Power Point)  and Internet.

SKILLS 
· Maintaining an electronic and hard copy filing system
· Knowledge of basic accounting and bookkeeping process
· Possess good time management , organisational and customer service skills
· Excellent knowledge of computer applications like Microsoft word, outlook,Powerpoint and Excel
· Coordinating and arranging repairs to office equipment
· Ability to convince and idea creation
· Strong Interpersonal skills
· Work well with all levels of management

· Can work without supervision
· Ability to work under pressure and long hours

· Social media savvy/social media expert (Facebook,twitter,instagram,Youtube and Pinterest) and telephone skills.

· Good knowledge of Google analytic  

HOBBIES

Singing, dancing, making new friends, blogging and travelling.
