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Lagos, Nigeria

PROFESSIONAL SUMMARY
Administrative and Operations Specialist with 5+ years of experience in payout processing, fraud investigation, procurement, and customer operations within high-volume environments. Skilled in optimizing workflows, enhancing financial accuracy, maintaining compliance, and delivering excellent service. Adept at reconciliation, reporting, risk management, and cross-department collaboration to improve business efficiency and customer satisfaction.

WORK EXPERIENCE
Administrative Support (Payout Executive)
Merrybet Gold Limited, Lagos, Nigeria
July 2016 – Present
· Investigate and report suspicious customer activity to the Legal Department to prevent fraud and minimize financial risk.
· Review customer betting activities to confirm legitimate winnings and prevent manipulation.
· Process payout requests and ensure timely and accurate payments to customers’ registered bank accounts.
· Handle an average of 500+ customer payouts daily, ensuring efficiency and compliance.
· Collaborate with Customer Support to resolve financial complaints promptly.
· Perform daily reconciliation of out-funding accounts and backend operations.
· Implemented and enforced financial controls to protect company assets and reduce revenue leaks.
· Used Excel to prepare monthly bank reconciliations and address variances.
· Analyzed financial statements against forecasts to support high-level variance reporting.
Achievements:
· Reduced process discrepancies by 23% through accurate performance reporting and system improvements.
· Contributed to increased company revenue by supporting operations, sales, and marketing initiatives.
· Partnered with IT and business operations to develop a robust financial operational plan.

Procurement Officer
Merrybet Gold Limited, Lagos, Nigeria
May 2019 – Feb 2022
· Built and maintained productive relationships with key suppliers to ensure timely delivery and service quality.
· Evaluated supplier quotations for competitiveness in price, quality, and delivery timelines.
· Negotiated procurement contracts and coordinated closely with internal and external stakeholders.
· Reviewed and issued contracts and purchase orders while driving the procurement cycle efficiently.
· Reduced procurement costs by improving contract bidding and negotiation processes.
· Generated weekly, monthly, quarterly, and annual procurement reports.
· Identified service gaps and implemented improvement plans.
· Ensured compliance with organizational policies and safety standards.

Human Resources Intern
Chevron Nigeria Limited, Lagos, Nigeria
Jan 2011 – Jan 2012
· Entered intern applicant information into the HR database and maintained accurate records.
· Coordinated aptitude tests and scheduled successful candidates for medical screening.
· Prepared job offer letters and facilitated onboarding for newly employed interns.
· Conducted orientations to familiarize interns with company operations and procedures.
· Created and maintained the Chevron Scholarship database and ensured confidentiality.
· Scheduled interviews, managed files, and prepared daily/weekly/monthly reports using Microsoft Office.
Achievements:
· Improved filing systems for confidential employee records, enhancing accessibility and efficiency.
· Increased overall office efficiency through improved communication management.

Forklift Operator (Part-time)
Frajen Factory, Lagos, Nigeria
Mar 2010 – Aug 2012
· Operated forklift machinery to arrange and reorganize goods and production materials.
· Loaded and offloaded goods from delivery trucks.
· Transported materials to required production areas and storage facilities.
· Maintained a clean and hazard-free workspace during operations.

Customer Relationship Officer
Musdam Properties Limited, Lagos, Nigeria
Jan 2007 – Jan 2008
· Handled customer inquiries and resolved concerns promptly to maintain high satisfaction.
· Responded to calls and provided detailed information on company services.
· Assisted customers with scheduling appointments and special requests.
· Offered personalized support to both local and international clients.

TRAINING & CERTIFICATIONS
· Procurement and Supply Chain Management – Federal Republic of Nigeria Industrial Training
· Business Conduct and Ethics Code – Chevron Nigeria Limited
· Forklift Operation & Safety – Equilog Technical Services

EDUCATION
Bachelor of Science, Public Administration
Ahmadu Bello University, Kaduna, Nigeria
National Diploma, Public Administration
Kwara State Polytechnic, Ilorin, Nigeria
Anti-Money Laundering Indicators Certification
Nigeria Financial Intelligence Unit (NFIU), Lagos

SKILLS
· Administrative Operations
· Payout Processing & Reconciliation
· Procurement & Vendor Management
· Fraud Detection & Risk Management
· Excellent Customer Relations
· Microsoft Excel & Microsoft Office Suite
· Strong Attention to Detail
· Problem Solving
· Time Management
· Team Collaboration
· Adaptability
· Effective Communication

AWARDS & HONOURS
· Outstanding Performance of the Year – 2022, 2023 & 2024

