CV
KUDUS OGUNKOYA
kogunkoya@steu.edu
404 South 6th Street, Newark, NJ 07103
EDUCATION
Saint Elizabeth University, Newark, NJ
Bachelor of Business Administration (BBA) — Expected December 2023
· Relevant coursework: Business Strategy, Financial Management, Marketing Principles, Operations Management, Human Resource Development, Business Analytics.
· Developed strong analytical, organizational, and communication skills through group projects and business simulations.
· Achieved excellent academic performance in leadership, management, and financial analysis modules.
INTERNSHIP EXPERIENCE
Department of Athletics, Saint Elizabeth University — Intern
Supervisor: Mr. Kudus Ogunkoya | January 2023 – May 2023
· Collaborated with the university basketball team, assisting with practice sessions and logistics.
· Supported coordination of sports activities, scheduling, and event preparations.
· Performed administrative duties, including mail handling and maintaining an organized work environment.
· Developed practical experience in sports management, teamwork, and leadership.
PROFESSIONAL EXPERIENCE
Warehouse Associate, — December 2024 – Present
· Manage inventory operations, ensuring timely order fulfillment and product accuracy.
· Coordinate shipments and assist in dispatching goods to meet delivery schedules.
· Collaborate with colleagues to improve warehouse efficiency and workflow processes.
· Adhere to safety protocols and maintain accurate inventory documentation.
ADDITIONAL EXPERIENCE
Customer Service Assistant, — [January 2024 – June 2024]
· Assisted customers with inquiries, purchases, and service-related requests.
· Processed transactions and maintained accurate sales records.
· Strengthened interpersonal and communication skills through customer engagement.
OTHER SKILLS & INTERESTS
· Strong organizational and problem-solving abilities.
· Proficient in Microsoft Office Suite (Word, Excel, PowerPoint, Outlook).
· Effective communication and teamwork skills.
· Enthusiastic about traveling and exploring diverse cultures.
· Interested in business development, leadership, and community involvement.



Cover Letter
Kudus Ogunkoya
404 South 6th Street
Newark, NJ 07103
Email: kogunkoya@steu.edu
Department of Athletics
2 convent Rd
Morristown NJ 
16-Dec-2023
Dear Mr. Ogunkoya,
I trust you are doing well as I write this. I'm composing to thank you for giving me the chance to work as your understudy at the Division of Games. The experience has been enlightening and life-changing, giving me valuable information about sports administration and encouraging a greater appreciation for participation and teamwork.
Your mentoring has been very critical to my professional development all through my internship. Your help with chores like cleaning, mail sorting, and helping in the ball group has been very supportive. In addition to cultivating my advance, the open communication, visit check-ins, and helpful feedback have motivated me to look for a prosperous career in the industry.
As my internship concludes, I can't hold up to put the capacities and data I've acquired to use by applying them to chances in the future. I need to take after the tall bar simply have set for excellence in leadership throughout my career. I value the time and work you put into helping me develop, and I know the encounters I've gotten will be a great starting point for my future initiatives. Again, I need to thank you for your direction and help. I'm energized to utilize the information picked up to my other career endeavors.
Sincerely,
Kudus Ogunkoya
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O  ADMINISTRATIVE

ASSISTANTS NEEDED
(Mandeville)

Individuals needed to fill ENTRY LEVEL POSITION for
Administrative Assistants at a company in Mandeville.

Required qualifications include but are not limited to the
following:

* HIGHLY proficient with computers.
HIGHLY proficient with Microsolt suite
© Outlook Scheduling
© Word
o PowerPoint
o Basic Excel
Excellent written and verbal skills.
Must be astute and highly trainable.
Highly organized.
Must be articulate and speak well on the phone.
‘Website research
Must be able to use online software systems
Must possess email management skills.
Prior administrative experience required.
Tertiary schooling an asset.
Qualified Candidates only, please submit resume and COMPENSATION
REQUIREMENTS to mikaylia@avirtualassistant4u.com





