
Experience

Wrantle | Lagos, Nigeria

Legal Interface Management | 04/2023 - 09/2024

Served as the primary liaison between the organization and external legal partners, ensuring smooth communication and

timely handling of legal matters.

Coordinated the review, drafting, and execution of contracts, agreements, and policy documents to ensure compliance

with regulatory requirements.

Supported dispute resolution processes, including case preparation, documentation, and coordination with external

counsel.

Ensured all business operations adhered to statutory and contractual obligations while promoting ethical and transparent

practices across departments.

Provided customer service and was involved in training 5 new team members each month.

Duville Homes and Properties | Sagamu, Ogun State

Customer Contact Representative | 02/2022 - 02/2023

Executed company policies, procedures, and safety standards to ensure the proper cleanliness and safety of the office

and equipment

Offered strong customer service skills, keeping customers satisfied and increasing sales by an average of 5% annually

Improved equipment maintenance and safety standards by 40%, which resulted in a 20% reduction in maintenance costs

Provided customer service and was involved in training 1 new team members each month

Resource Intermediaries Limited -Outsourced (Stanbic IBTC Bank) | Lagos, Nigeria

Customer Contact Center Representative | 06/2021 - 11/2021

Delivered high-quality customer service by responding to inbound and outbound calls, emails, and chats, ensuring prompt

and accurate resolution of customer inquiries.

Provided professional assistance on banking products, account information, card services, digital banking platforms, and

transaction-related issues.

Maintained detailed and accurate records of customer interactions in compliance with bank policies and data protection

standards.

Identified customer needs, offered appropriate banking solutions, and promoted relevant products and services to

enhance customer satisfaction and loyalty.

Resolved complaints and escalated complex issues to appropriate departments while ensuring timely follow-up and

feedback.

Consistently met and exceeded performance targets including call handling time, service quality, and customer

satisfaction ratings.

•	Collaborated with cross-functional teams to improve service delivery, streamline processes, and enhance the overall

customer experience.

Federal Science and Technical College | Lagos, Nigeria

Teacher | 11/2019 - 07/2020

Planned and delivered Social Studies lessons in line with the approved curriculum.

Taught topics related to history, geography, civics, and culture to promote civic awareness and global understanding.

Prepared lesson notes, teaching aids, and instructional materials to enhance classroom learning.

Assessed students through tests, assignments, and examinations, and maintained accurate academic records.

Encouraged active participation, critical thinking, and teamwork among students.

Maintained classroom discipline and created a positive learning environment.

Collaborated with colleagues and school management to improve teaching methods and student performance.

Participated in staff meetings, training sessions, and school programs.

Skills

Computer literacy, Customer service, Microsoft excel, English, Microsoft word, Documentation review, Time management

Education

Oreoluwa Sotunde

+2348147496907 | oreoluwasotunde7@gmail.com | Sagamu, Ogun state



University of Benin | Benin city,300283, Edo State

Education/Social Studies | 06/2018

Best graduating student in subject area.

Languages

English

Certificates

TRCN certified

Extra-curricular Activities

Student Representative Council : Served as class representative, facilitating communication between students and

staff.

Peer Mentorship Program :Guided junior students in academic performance and personal development.

Member, Debate and Public Speaking Club: Participated in inter-school debates and speech competitions, enhancing

communication and analytical skills.


