
Afeez Ishola Oladepo
4255 58th Avenue, Apt 5, Bladensburg, MD, 20710 | olapsolaps@yahoo.com | 434-229-6810
PROFESSIONAL SKILLS

Resourceful and innovative in problem solving. Able to work well with others and independently to accomplish department goals and objectives. Hardworking, networking, self-motivated, responsible, and analytical thinker. Excellent communication skills, both oral & written. Self-starter and able to work independently to meet project goals and deadlines. Coordinating task and managing project effectively. Diligent and flexible in multitasking. Ability to learn quickly and multitask. Excellent organizational and time management skills. Volunteered for a non-profit organization Foundation for Environmental Development and Education in Nigeria (FEDEN) for three years (2007 – 2009) as a Program Assistant. Organized about 40 to 50 educational, children, and environmental program throughout the semester for the year covered. Additional language known is Yoruba. 
AREA OF EXPERTISE

	· Leadership and Team Oriented
	· Microsoft Office proficiency

	· Research and Resourceful
	· Administrative and Marketing Assistant

	· Business Writing and Project Management
	· Business Development and Customer Service

	· Critical Analysis and Quality Assurance
	· Technical Proficiency and Data Entry


EDUCATION AND CREDENTIALS

Liberty University    Lynchburg, VA
                                                                                                                 
 January 2013 – May 2015                                        

Masters of Business Administration in Project Management 

Kuala Lumpur Infrastructure University College    Kajang, Malaysia                                                     June 2009 – September 2012 Bachelors of Business Administration in E-Commerce (Honors)  

PROFESSIONAL DEVELOPMENT 
Project Management Institute 








     Expected January 2017
Certified Associate in Project Management
PROFESSIONAL EXPERIENCE
Abt Associate   Bethesda MD       







            August 2016 – October 2016
Data Entry Specialist

· Develop and maintain software systems for data entry, editing, imputation, and analysis for over a thousand paper based population surveys in several regions.

· Monitor/tracks the status of each Grant Community College application through its program life cycle

· Carry out data archiving and Excel Spreadsheet to provide technical support for data users and Keeps track of received data and source documents for new grant applicant. 

· Gathers appropriate data and processes reports supporting the TAACCCT and TRAMCON program
· Examines and audits data for discrepancies, corrects errors, and reconciles data to ensure accuracy at various stages of data processing grant forms.

· Collects and reviews data used for Federal quarterly and annual performance grant reporting
· Assists Social Economic Policy Department with the implementation and use of data for continuous program improvement and Microsoft Outlook communication with feedback to all stakeholders.
· Uses independent judgment to recognize and understand implications of information and its dissemination.
· Transmits entered information into database and files or routes source documents after entry.

J Crew    Lynchburg, VA









 October 2015 – July 2016 

Internal Quality Assurance/Auditor

· Pro-actively review test cases with peers within development to ensure adequate test coverage 

· Create necessary test data prior to test execution that interprets the company’s integrity accurately in the market. 
· Execute manual test cases using Quality centre and track the defects accordingly 
· Process the merchandise through a system called Blue Martini and Red Prairie database system

· Engage in coordination of supply chain management along with support plans, budget requirements, and deployment timelines for new operations for 60% of company’s project.
· Assesses risks and internal controls by identifying areas of non-compliance
· Guiding, managing, and supporting assessors to ensure quality and consistency of assessment 

· Provide assessors with feedback, advice, and support to help them maintain and improve their assessment practice
· Experiences in Quality Management Software and Processes
Startek    Lynchburg, VA


                        
                                
                            
       June 2015 – May 2016

Engagement Specialist (Part-Time)
· Troubleshoot wireless internet issues for customers via software and creating daily reports

· Managed a high volume of inbound and outbound calls and administered weekly, monthly, quarterly, annual department reports 
· Educated customers about available services and utilize Einstein and RDS tool to best support customer inquiries
· Perform other related duties and responsibilities as assigned and/or required including leading or participating in projects as necessary
· Maintained effective reliability of customer internet and cable devices
· Responsible for communicating policy updates and company information through team meetings, pre-shift briefings and one-on-one development sessions.
· Executed administrative activity such as billing equipment, activations and keeping customer financial accounts organized

· Gave direction and support to team leaders to facilitate completion of organization’s targets and performance goals
· Solely handle Customer Support calls with technical and non-technical customers in time critical environment.
MISC Berhad     Kuala Lumpur, Malaysia 






        August 2010 – November 2012
Administrative Assistant
· Perform typing, transcription, and file maintenance duties.
· Prepare documents in final format, including but not limited to redlining, blacklining, merge, columns, footnoting, creating tables of contents, tables of authorities, etc. in accordance with local courts rules.
· Create and edit drafts of documents such as: correspondence, pleadings such as discovery demands and response, requests for production, subpoenas, deposition notices and other legal documents from written copy, transcribed tapes, and/or pre-typed data.
· Arrange meetings, travel, expense reimbursements, client bills, schedules appointments, and calendar/contact maintenance supporting the Human Resource Department.
· Develop and maintain active filing system, including electronic files.
· Organize and expedite flow of work through Operational Department, initiating follow-up action.
· Demonstrate problem solving and critical thinking skills.
· Works closely with Staff to national fundraising events and/or programs (Salesforce, Convio, Raiser's Edge, QuickBooks, InDesign, and Illustrator) and responsible for its ongoing environmental management.
· Ability to prioritize multiple and sometimes competing tasks that require different skills with minimal Production Supervision.
Asian Secrets    Kuala Lumpur, Malaysia    





                                   March 2010 – June 2010
E-commerce Administrative Analyst
· Managed and planned internet marketing of products and services

· Coordinated preparation of administrative reports, analyzing data, and identifying solution
· Trained & Interpreted Business Processes for Software E-business Entities as well as how those processes manifested themselves within the code, metadata, underlying database structure.
· Implemented several online advertising campaigns and gathered information for further internet marketing and research
· Provided oversight and consultation to Scrum expert and developers over QA methodology and processes.

· Developed knowledge base for internal business processes and cases within SharePoint and Salesforce CRM
· Integrated other online presences including social media outlets with email campaigns
· Stays abreast of changes in the online marketing environment to best serve the objectives of the organization and adjusts plans accordingly. 
· Responsible for overseeing other aspects of the website such as the advertising and content components
· Uses computer applications such as spreadsheets, word processing, calendar, e-mail, and database software in performing work assignments
Twins Trading Limited   Lagos, Nigeria






           February 2008 – March 2009

Project Assistant
· Monitor projects on an ongoing basis, evaluating progress and quality, managing issue resolution process, and taking corrective action as necessary.
· Ensure the quality of all documents and data to assure the projects integrity.
· Maintain schedules/calendars for assigned projects and assists the Project Manager in preparation, organization, setting agenda, taking notes and minutes.

· Utilizing Microsoft Project for assistance in the initiation, development and enactment of Information developing action items, and general project meetings.
· Conducts customer satisfaction assessments electronically, by phone and/or in person

· Uses computer applications such as spreadsheets, word processing, calendar, e-mail, and database software in performing work assignments
· Collaborate with Finance Officer in the development and management of application/web based donations program i.e. PageMaker, Photoshop, Raiser's Edge, QuickBooks, InDesign, Illustrator, and Fuse.  
· Provide technical assistance, tools, training, and advice to support field teams in fulfilling responsibilities in overall resource mobilization, grant management, and project quality control
