OYELOLA AYUBA TUNJI, HND (Hons)
Address:No 3, Ahoyayah Area, Alamo, Ikoyi, Osun state
Phone No:+234(0)9066016825, 07055486356||Email: focusotm18@gmail.com || 

PROFILE
Ayuba is a distinguished and proficient Office Technology and Management graduate with applicable and practical knowledge of office management through studies, research and extracurricular activities. He has a keen interest in the secretarial profession, managerial roles, record-keeping techniques and modern office technologies and is well open to opportunities in these areas. He is also a person characterised by high academic excellence, moral perfection, self-discipline and diligence.

PERSONAL DETAILS
Place of Birth: 		Ikoyi, Osun State.
Local Government:		Isokan LG
Nationality:			Nigerian
Languages: 			English and Yoruba
Sex:				Male
Marital Status: 		Married
Date of Birth:                         February 12, 1995

EDUCATIONAL QUALIFICATIONS 
· 2016-2018 –The Federal Polytechnic Offa, Kwara State, Office Technology and Management [Higher National Diploma, Distinction ] Final Cumulative GPA: 3.79 / 4.00
· 2012-2015 –The Federal Polytechnic Offa, Kwara State, Office Technology and Management [National Diploma, Distinction ] Final Cumulative GPA: 3.63 / 4.00
· 2006-2012 – Omolere International College Alamo, Ikoyi, Osun State.(Senior School Certificate – NECO)
· 2000-2006 – Omolere Nursery and Primary School, Alamo, Ikoyi, Osun State.(First School Leaving Certificate, 2006)

WORK EXPERIENCE

June 2023 till Date: Federal University of Health Sciences, Ila Orangun, Osun State
Post: Confidential Secretary
· Handling Correspondence 
· Minutes taking
· Responding to official calls 
Sept 2021-Aug 2022: Community High School, Ago Owu Farm Settlement, Osun State, Npower Volunteer Cadet 
Post:Part-time Teacher
· Taught students Civic Education 
· Examined Students
· Graded Students        
2019-May 2023: Omolere international College, Ikoyi, Osun State
Post: Teacher
· Taught and graded Students Economics
· Served as an ICT operator
Oct 2018-Sep 2019: Gbelebu Secondary School, Ovia South West, Edo State
Post: NYSC Associate
· Taught and graded final years Students Economics
April 2014-Aug 2014: Isokan Local Government Secretariat, Department of Budget and Research, Planning and Statistics
Post: Office Assistance
· Worked closely with the admin in the calculation of the budget of the council
· Handled and Safe kept the documents and correspondence of the council
· 
· 
PROFESSIONAL MEMBERSHIP

Member, Chattered Institute of Professional Secretarial Staff of Nigeria (CIPSSON)

LEADERSHIP EXPERIENCE

2017-2018The Federal Polytechnic, Offa
President, National Association of OfficeTechnology and Management Students (NAOTMS), 
· Attended Students union meetings and advocated for students' welfare at the departmental level
· Handled matters as regards students’ rights in collaboration with SUG.
· Participated and contributed to tasks assigned by the School Management.

2018-2019: General Secretary, Federation of Ikoyi Students 
2013-2014: Public Relations Officer, NAOTMS, Federal Polytechnic, Offa

AWARDS/ HONOURS
· Best Graduating Students: Department of Office Technology and Management, Federal polytechnic, Offa
· Overall best graduating Student: School of Communication and Information Technology, Federal polytechnic, Offa
· Most Inquisitive male Student: Graduating Class of 2018, Department of Office Technology and Management, Federal polytechnic, Offa
· Award of Rector’s Honour to a Distinction: Federal polytechnic, Offa

VOLUNTEER ACTIVITIES
· Assisted in raising school fees for indigent students.
· Students'activist regarding students’ right.
· Humanitarian gestures by assisting within and outside his jurisdiction with admission different higher institutions in Nigeria
· Assisted in delivering lectures to secondary schools about career opportunities

STRENGTHS
· Good writing and Verbal skill
· Research skill
· Public Speaking
· Leadership skill
· Teamwork spirit
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