MORDI HENRIETTA AGILIGA
Grace Baptist Street, Olive Estate by Flouritech Computer Junction, Oke-afa Isolo, Lagos.

TEL: *********
EMAIL:*******
OBJECTIVE


To make significant contribution in a dynamic organization with personal desire to succeed combined with the zeal for honesty and also to leverage my IT knowledge, skills and passion in the provision in the innovative e-business initiatives in the financial services sector.

PERSONAL DATA


Date of birth 
:
March17th, 1978
Sex


:
Female

State of Origin
:
Delta

Local Govt. Area
:
Aniocha South

Marital Status
:
Single

EDUCATION





Certificate in IBM System X Sales V4 

International Business Machines (IBM Certified). (June 2007)

NYSC Exemption Certificate

(2002)

B.Sc Computer Science

University of Benin, Edo State Benin City. (1999 – 2002)
Senior School Certificate Examination
Ezemu Girls Grammar School, Ubulu Uku, Delta State (1989-1994)

First School Leaving Certificate

Iloakwu Primary School, Ubulu Uku, Delta State (1982-1988)
WORK EXPERIENCE


DURATION 

    POSITION/KEY DUTIES
              ORGANISATION

May.’10 to Date          PA to MD/ Admin Assistant
 Infineon Nigeria Ltd

81, Allen Avenue,                                         Ikeja- Lagos.

· Reading, monitoring and responding to MD’s email.

· Updating websites/ typing documents.

· Answering calls and handling queries.

· Preparing correspondence on the MD's behalf.

· Managing the MD's electronic diary/ booking meetings.

· organizing travel and preparing complex travel itineraries.

· Planning, organising and managing events.

· Attending events/meetings as the MD's representative.

· Conducting research on the internet/ writing reports, executive summaries and newsletters.

· Preparing presentations/ preparing papers for meetings

· Sourcing and ordering stationery and office equipment.

DURATION 

         POSITION/KEY DUTIES
              ORGANISATION

Sept.’08 to April ‘10          Business Dev. Manager
 Infineon Nigeria Ltd

81, Allen Avenue,                                         Ikeja- Lagos.

· Develops strategy for the sale of Cameras, Access controls to Hotels and other Government Institutions 

· Identifies and develops opportunities to enhance the market share of all the company products. 

· Designs strategy for customer retention and loyalty.

· Develops journey plan for customer visits and writes reports on new and old business transaction. 

· Planning effective advertising and Marketing Strategy for Security Products. 

· Proffering effective business development strategies. 

· Aggressive marketing all security products./Identification of the best potential customer, sales channel.

· Devising effective strategies for maximum market share and profitability. 

· Provide organization with valuable feedback from purchasers, allowing companies to evaluate consumer satisfaction and plan more effectively for the future.

· Provide oral and written presentations.

DURATION 

    POSITION/KEY DUTIES
              ORGANISATION

May.’08 to Aug.’08       Business Dev. Officer
 Kaycee Computers

1, Adepele Street,                                         Ikeja- Lagos.

· Sales of computers & Accessories/Sales of computer software

· Responsible for the article writing on new product launches of the company. 

· Apply new strategies and implement plans to increase the sales of the products. 

· Packaging sales proposals for clients/coordinating all in-house sales activities 

· Preparing monthly sales report and updating the monthly-unpaid delivery report.

· Liaising with all our suppliers both home and abroad for product update, knowledge and current prices.

DURATION 

    POSITION/KEY DUTIES
            ORGANISATION

Mar.’05 to April’08      Marketing Officer/Cordinator  
Modern Business Machines   

5, Turton Street,                                     Lagos Island.

· Sales of computers & Accessories.

· Packaging sales proposals for clients

· Co-ordinating all in-house sales activities/Attending to branches enquires. 

· Purchasing of product when the need arises and using the office attendants at Turton & Ikoyi offices for immediate dispatch to the appropriate locations.

· Preparing monthly sales report for marketers and updating the monthly-unpaid delivery report for the branch..

· Liaising with all our suppliers both home and abroad for product update, knowledge and current prices.

· Overseeing the activities of the business center and passing daily branch proceeds to the managing director.

Feb.’03 to Mar’05     CAFÉ Supervisor/System Analyst
      Skylink Communication      

I0, Turton Street,                                           Lagos Island.

· Customer-care services.

· Assessing customers needs and making recommendations for their          business/personal use

· Keeping records of sales and any relevant administration and filing of same 

· Ensure the maintenance and workability of all systems and office machines

· Use other application software available to enhance any project completion
· Actively working with colleagues to provide the best service to customers while keeping focused on the companies’ interests.
· Configure and administer computers on a network

· Install and troubleshoot computer systems.
Oct.’99 – March’2000      Industrial Trainee          

MBM Computer School


                                                                           

 5 Turton Street,

Lagos Island, Lagos.

· Advance use of various application software and typesetting

· Office Administration

· Teaching of Fresh computer students

· Practical/Exams Supervision

· Typed reports on an IBM Compatible PC using the Microsoft word

· Devised a new filing system to maintain the files held by the department. 

· Solved users PC problems including sorting out spreadsheets, explaining how to use complex features in word-processing packages.

Other strengths


· Goal and result oriented

· Good and fast learner/Good interpersonal and communication skills

· Tremendous ability to impart knowledge/skills unto others

· Ability to work under pressure with little or no supervision

· Customer service

· Project coordination

· Result oriented, and adaptability

· Excel in fast paced, deadline-oriented environment

· Ability to maintain safety procedures and norms

HOBBIES


 Reading, Research, Administration, Writing & Listening to Music
REFEREES


Capt. Alex Mordi 




    

Mrs Peace Enikele

NAAC                                                         


African Reinsurance

Local Airport.                       




Karimu Kotun Street.

IKeja, Lagos                         




Victoria Island

Mr. Wasiu Ajibade

Quantity Surveyor

Dufranc & Partners

19, Military Street,

Onikan, Lagos Island.

