HAMED ADETOKUNBO ADELEKE

	Phone: (+234) 902 900 8994, 807 238 3958
	Email:  adelekehamed95@gmail.com

	9, Modupe Close, Busari Bus-stop, Aminkanle, Alagbado, Alimosho, Lagos State.



CAREER OBJECTIVE:
Dynamic and result-driven manager with a strong background in administration, leadership, and team development. Proven track record of streamlining operations, enhancing customer satisfaction, and leading teams to exceed goals. Adept at driving organizational improvement, managing projects, training staff, and fostering high-performance cultures. Excels in fast-paced environments with strong communication, planning, and problem-solving skills.

KEY SKILLS
	Microsoft Office Suite – high proficiency (Excel, Powerpoint, Word)
Team Leadership & Staff Training
Strategic Planning & Execution
Administrative & Operational Management
Customer & Stakeholder Engagement
Conflict Resolution & Collaboration
Time & Resource Management


   
EXPERIENCE

Administrator and Computer Instructor	- 2021 – till date
Acehill Private School, Ogun State.
· Oversee administrative functions including budget handling, logistics, event planning, and stakeholder communication.
· Train office assistants and ensure adherence to school policies during periods of expansion.
· Collaborate with academic staff to improve teaching methods and student outcomes.
· Generate progress reports and performance reviews, achieving a 75% subject mastery rate in student assessments.

Manager - 2020 – 2021
Glo Wares Fashion Home, Lagos State.
· Supervised fashion design and production teams, increasing efficiency and client satisfaction.
· Designed new styles aligned with customer preferences and emerging trends.
· Oversaw end-to-end production of bespoke and ready-to-wear clothing lines.
· Trained staff and maintained high operational standards in alignment with brand objectives.




[bookmark: _GoBack]Economics and Business Studies Instructor (NYSC) - 2019 – 2020
Nchewa Bernard Secondary School, Abia State.
· Delivered engaging lessons and introduced tailored teaching methods to match learner needs.
· Collaborated with teachers and parents to support student development.
· Increased exam-class subject mastery rate to 62%.

Assistant Store Keeper - 2017 – 2018
Green Field Guest House and Catering Services, Lagos State.
· Managed inventory processes including receipt, labeling, and distribution of supplies.
· Conducted regular audits and forecasted supply needs, minimizing stockouts.
· Ensured compliance with hygiene standards in storage facilities.

Assistant Event Manager	- 2013 – 2014
101 Event Planning and Decorations Services, Lagos State.
· Coordinated staff, caterers, and decorators to execute client events.
· Handled vendor relations and ensured smooth event day operations.
· Advised clients based on current trends in event styling and decorations.

Education

P.G.D       Business Administration	In view
	           Lagos State University       
B.Sc.          Economics	2019
	           Lagos State University       
SSCE       Yetkem Educational Foundation							2013

HOBBIES

· Meeting new people 
· Traveling 
· Solving problems.

REFEREES
Available upon request
