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NAME


 
  : SANUSI NURUDEEN AREMU
DATE OF BIRTH

  : 22 APRIL, 1992

  

NATIONALITY

               : NIGERIAN
         

SEX



 : MALE

MOBILE NO


 : +2347036295560

E-MAIL


             : sanusinurudeen39@gmail.com
LANGUAGES SPOKE   
: ENGLISH AND ARABIC

PERSONAL SUMMARY 

Sanusi Nurudeen Aremu is a proficient administrator, certified Auditor, supervisor, sales, and business analyst, an Arabic speaking, enthusiastic and committed administrative personnel who possesses fast and effective secretarial skills, and has a strong administrative background with excellent leadership skills, possess knowledge of the latest office management techniques and experience of using specialist software packages. His goal is to pursue and achieve dynamic and effective administrative strategies to save costs and achieve business goals. 
Areas of Expertise
	Customer Service Management
Complaint Handling & Resolution

	Customer Satisfaction Enhancement 
Front-End Supervision

	Teambuilding & Training
Order Fulfillment



WORKING EXPERIENCES

Food Concept

Chicken Republic                                                                                                     2018

Assistant Manager 

Duties:

· Deputising for the Restaurant Manager in his absence 
· Ensuring strict adherence to recipe compliance, staffs grooming and personal hygiene, following operational procedures and meeting target
· Coordinate communication between front of the house and back of the house staff
· Prepare shift schedules 
· Process payroll for all restaurant staffs 
· Supervise kitchen and wait staff and provide assistance, as needed
· Keep detailed records of daily, weekly and monthly costs and revenues
· Monitor compliance with safety and hygiene regulations
· Training and re-training of new and existing staffs 
· Preparing daily, weekly and monthly reports of sales and stocks 
SCIEFS FOUNDATION, ABUJA, NIGERIA                                                      2017
Logistics Supervisor 

Duties:
· Scheduling shipment and prompt delivery of material to IDP camps.
· Building a cordial relationship with IDP camp officials and scheduling activities during camp visits.
· Maintaining detailed inventory of organisations stocks
· Tracking the progress of shipments
· Knowing all aspects of warehouse operations

MUHAMMED HILAL GROUP L.L.C UAE 

MILAS RESTAURANT 





                    2015 -2016

RESTAURANT SUPERVISOR
DUTIES:
· Oversee all front and back of the house restaurant operations

· Ensure customer satisfaction through promoting excellent service

· Respond to customer complaints tactfully and professionally

· Maintain quality control for all food served

· Analyze staff evaluations and feedback to improve the customer’s experience

· Project future needs for goods, kitchen supplies, and cleaning products; order accordingly

· Oversee health code compliance and sanitation standards

· Look for ways to cut waste and decrease operational costs

· Generate weekly, monthly, and annual reports

· Train new employees and provide ongoing training for all staff

· Attend quarterly P&L meetings

KAI INTERNATIONAL FZE, SHARJAH UAE                                                                 2015 

SALES EXECUTIVE 
· Meeting Prospective Customers within specific time frame
· Making presentations to promote new products and special deals 
· Timely delivery of goods to customers
· Negotiate prices and terms of sale and service agreements 
· Ensuring timely and Prompt payment of sold good  
· Rendering essential customer service for regular patronage
KWARA STATE MINISTRY OF EDUCATION


                   2010 – 2013
ADMINISTRATIVE ASSISTANT
DUTIES AND RESPONSIBILITIES
· Provide general administrative and clerical support including mailing, scanning, faxing and copying to management
· Maintain electronic and hard copy filing system
· Open, sort and distribute incoming correspondence
· Perform data entry and scan documents
· Assist in resolving any administrative problems
· Answer incoming calls and giving substantial information on inquiries
· Prepare and modify documents including correspondence, reports, drafts, memos and emails
· Schedule and coordinate meetings, appointments and travel arrangements.
· Maintain office supplies for department
EDUCATIONAL BACKGROUND

BACHELORS OF ARTS IN ARABIC EDUCATION (attested)                      
2013                                                                            

UNIVERSITY OF ILORIN, NIGERIA

SENIOR SECONDARY SCHOOL CERTIFICATE



2007

FEDERAL GOVERNMENT COLLEGE, IKIRUN, NIGERIA

PROFESSIONAL EXPERIENCE

· Accurately follow instructions. 
· Exceptional verbal and written communication skills
· Dedicated and meticulous � high level of accurateness and attention to detail
· Bilingual: Fluent in English and Arabic
· Skilled in MS Word, Excel and Internet
· Effective team-player with awesome attention to detail
· Dexterous to stand for long periods and lift heavy trays
· Exceptionally professional  and very respectful attitude
·  Excellent skills in maintaining cleanliness and personal hygiene standards
· Familiar with hospitality terminologies
· Able to work unsupervised
Referees
1.
Lt. Col. T.O. Oladuntoye (RETD)
            Oluseguninfantry2006@yahoo.co.uk

            08065511292

2.
Lt. Col. A.A. Lawal

Commanding Officer, 7 Division Intelligence

7 Division Nigerian Army

Borno State

07035488720 
