             CURRICULUM VITAE    
                OKE RUKAYAT TITILAYO
Lagos, Nigeria | WhatsApp: 09112180241 | okeadenike131@gmail.com

Customer Care Representative | Virtual Assistant

*PROFESSIONAL SUMMARY*
Customer-focused and detail-oriented professional with strong communication, problem-solving, and organization skills. Skilled in email/chat support, data entry, calendar management, and basic CRM tools. Reliable with stable power + internet in Lagos, experienced working remotely, and comfortable with night/weekend shifts. Seeking a remote CCR/VA role to deliver excellent customer experiences.

*CORE SKILLS*
1.Customer Service: Phone/Email/Chat Support, Complaint Resolution, Active Listening
2.Admin/VA: Calendar Management, Data Entry, Email Management, File Organization, Google Sheets
3.Tools: Microsoft Word/Excel, Google Workspace, Gmail, Zoom, Slack, Canva, CRM Basics
4.Soft Skills: Patience, Multitasking, Time Management, Professional Communication, Empathy

*WORK EXPERIENCE
*Customer Support / Admin Assistant | Freelance / Volunteer | Lagos, Nigeria | 2023 - Present
1. Responded to 30+ customer inquiries weekly via WhatsApp, email, and phone with fast resolution
2. Organized client documents and updated records using Google Sheets + Google Drive
3. Scheduled meetings and managed calendar reminders for team projects
4. Handled data entry and created basic reports in Excel for small business tasks

*Customer Care Representative Internopay Technologies Lagos, Nigeria  September 2023 - February 2025
1. Handled customer calls/emails and resolved issues on orders, billing, accounts
2. Logged all interactions in CRM and escalated complex cases to supervisors
3. Maintained 95%+ customer satisfaction through polite, clear communicatio

*ACADEMIC QUALIFICATIONS
* Harvarde College of Science Business & Management Studies 
  Higher National Diploma (HND) Mass        communication          2021-2023
* Harvarde College of Science Business & Management Studies 
1.   National Diploma (ND) Mass Communication          2019-2021
* Ikoga Grammar School Lagos State
   Senior School Certificate (S.S.C.E)  2016-2019
* Ikoga Grammar School Lagos State 
   Junior School Certificate (J.S.C.E)   2013-2016
* Declaris Nursery and Primary School Lagos State     
    First School Leaving Certificate   2007-2013
  

*ADDITIONAL INFO*
[bookmark: _GoBack]*Languages*: English - Fluent, Yoruba - Native
*Availability*: Full-time remote, flexible for night/weekend shifts
*Tech Setup*: Personal laptop, 10+ Mbps wired internet, quiet workspace
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