CURRICULUM VITAE

() GENERAL INFORMATION
1. Full Name: Asiaia Mopelade AFOLABI (Mrs.)

December 3. 1977/ Ibadar
Female

Boripe North
Married

r ¥ ~al O Sy pia g A
0. Local Govermmeant Arga:

7. Marital Status:
8. Name and Ages of Children: Afolabi Barakat Olamide (23years)
) Afolabi Abdul-Rasheed 7holzhan
(20years)
Afolabi Azeezat Olanike (16 years)
Afolabi Sofiyat Wonuola (10 years)

) Miss Afolabi Barakat Olamid=
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mane tract Address: No. 6, Zone 11. Abidogun Alare
Ota-Efun, Osoghbo.

11. E-mail Address: ~folabiasiata7@gmail.com,
asiata.afolabi@ uniosun.edu.ng
08038337172, 08166910767

Directorate of Academic Affairs
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13. College/Faculry /UNILs
4. Department: Registry
15. Position of First Appontment wiill

University Typist I

Principal Executive Ofiicer
(Data Processing) 09 step 04
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Position (Promotion/Regarding): October 1, 2023
onfirmed? Yes/No. Yes

N/A
i ion of Appointment: October 1, 2006

- . : ;
0. Date of Confirmation 0

EDUCATIONAL BACKGROUND:
1. Education Institutions Attended (With Dates):

- 2013

- Jan. 2004

(2) Ladoke Akintola University of Technology, L.C.T. Ogbomoso

jole Akintola University of Technology, 1.C.T. Ogbomoso

f

{b) Lac




(7

(¢) Osun State Polytechnie, Iree, Osun State - 1999-2003
(d) Queens of Apostle Secondary Commereial Grammar School,

Oluyoro, Ibadan, s 1991-1996

Academic and Professional Qualifieations with Dates/Issuing Authovity and
Class of Degree/Grade Level

(@) Certiticate Course in Office Communication/Data Management 2013
(1) Certificate in Desktop Publishing/Word Processing 200:
{¢) National Diploma in Business Studics 2003
(d) Cetificate in General Grading Test in Secretarial Studies Stage 11 2003
(€) NECOQ Cettificate 2003
() Certiticate in General Grading Test in Seerctarial Studies Stage 1 1999

1999

(h) G.C.E Certificaic

3. Other Relevant Qualitieations: - Nil
4. Honours Awards and Distinctions: - il
3 Research Fellowship with dates: - Nil

WORK EXPERIENCE OUTSIDE THE UNIVERSITY SYSTEM (Tnclwding names and
address of employers) - il

WORN EXPERIENCE IN OTHER UNIVERSITY (indicating names and address of
employers):

Ladoke Akintola University of Technology, Ogbomoso 7" August 2001 to
March 31, 2021.
Department: Faculiy Office, Faculty of Management Sciences, LAUTECH
Ogzbomoso January 2021 to March 31, 2021

Position/Status Scnior Data Management Officer

Responsibilities

(@) Typing of documents for the Faculty Officer

(b) Files control and Management

() Typing of minutes of meetings

(d) Receiving and dirccting visitor's request’complaints appropriately:
(¢) Assisting in Preparing for Faculty Review a staff

() Derforming any other duties as assigned by the Faculty Officer.

Department: Internal Audit Unit, College of Health Sciences, LAUTECH, Osogbo,
October, 2018 to December 2020

Position/Status Senior Data Management officer
Responsibilities

(2) Acting as Secretary in the Departiment

(b} Typing of documents for the Department

(c) Files control and Management




() ok controd and Muagenens

(o) Peverybig and divecting visiboge's ueestecinplaints appropiiately,
() Avending b noming and vitgning mnils

(1) Preping Pudpe

(hy Vregeeing e degutient rovie el thie siall

O Pertormiing ek enlier dutios o assdgoed by the Head of Depastinent aped other cuperion
ullicer,

Depinetiment; Fedicine Depattent, € ollege af Health Selenees, I ALEEECT
”1’!{5‘1’1' ‘)' ”»‘» i, .’“',, te r‘(,“:

Posttion/ oty faata Magagement offieer |
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(i) Acting o Secrectapy fncthe Depratiient

(W) Typing of dactments fur tie Depataent

() Piles control and Manageaient

() Stk contal spd Management

(e Typtng thie Quiestion fop FATHES anied Pl Pasting Bzl "i”f'

i (1) Freceyaping and divecting viaiator s reee .I'/f cinpbiints ipprapriately,

(o) Attending to incoming and outgobng mails

(hy Prepanmg Budpal

(1) Preparing the depatment revicw all the slall

(1) Perlorming any other dutics as asipned by the Hened of Cepirtiment, stafl, stindent, and

'A’[l"f LHpeiar ullicers

Department: Waork and Maintenance Departinent, College of T alth Beicnees,
LATECH, Onoubo, Febrary 2000 to October 2002

Posttlon/Stntus; Ansistant [t Manngement Officer

espuin hilieiey

(a) Acting as Secretary in the Departinent
(hy Typing of documents for the Departiment
(¢) Files control and Management
(d) Stock cantrol and Management
(i) Recciving and direeting visitor's request/complaints approprintely:
/ (1) Attending toincoming and outeoing miails
() Perlonming and other dutics as assigned by the Tead ol Depatiment and other superior
oflicers,

Department; Hacmatolopy Departinent, College of Health Scicnees, LAUTECH,
Oropho, Hovember 2000610 Pebroary 2009

Position/Status: [ypiat |

espansibilitics:

(1) Acting a3 secretlary 1 the f)'.'[;;lfllll',_'hl

(1) Typing of documents for the Department

(¢) Fitew controb and Management

(d) Stock cantrol and Muanagement

(¢) Hanedle Plectronics and Manaal T ypewriting machine

() Peceiving and dirccting visitor's request/complaints appropriately:
3




) Adtending o deoming and oupoine maily
GO Perfomine | g e

u\l“l \‘lh\'l' llll‘i\'“ a8 assierne . "
- v assipned by the Head of Department and other superion

Departuent: 0 -
Phthalmology Depaitmeat, ¢ ollepe of Health Seicnees,

LAUTECH, Osopba, Octaber, 20040 0 November 2006,

I'osition Statuy Py pist 1
Rc\pnn\ihi]“ip\:

GO A as Neeretay e Depaitiment

O Dyping of documents for the Depaitment

W) Biles Controland Manavement

(W Seek Contiol and Manaeement

@ Hdle Tleetonios and Maoual Ty pewtiting Machine

(0 Reveiving and diteeting visitor's vequest/complints appropriately:

(W) Adending t incoming and outeoine mails

() Periomming any other duties as assipned by the Head of Department and other superior

otlicers

Department: Obstetvios & Gynaceology Department, College ol Healih Seicnees,
L AUTECH Osoebo Aug, 2001 1o October 2001,
Position Status: Py pistil

‘.T\{\l\‘-‘.hi‘-“l'\iﬁ\“i:

() Acting as Secretary inthe Departiment
(O 1y ping ol documents for the Depactment

) Files control and management

() Steek contiol and management

() Handle Electronies and Manual Uy pewaiting machine

() Receiving and directing visitor's requestvomplaints appropriately: '
(o) Pertorming and other Juties as assigned by the Head ol Department and other superior

Qlieers

WORK EXPERIENCE IN OSUN STATE UNIERSITY:

Principal Pxecutive Officee (Data Processing) -Directorate of Academic Aflairs
-Aurust 2022 to date

el i} Tl
Sehadu \‘\‘Il uties:

(0 Ty and prepare documents, memos, and letters for Director, Academic Affairs

AN NMake snre VisHors are Hme conscions;

@ Iteraet with stndents and visitors and know the purpose of their visits 5o as to direcl
them o the appropriate officers/quatters;

() Neeps and monitor the usage of stationerics;

(@) Suprervisimg the work of Clerical Qtficet

(O nput strdents” datinto the computer for easy accessibility

@ Prepares all etter reguests by students in Academic Aftaivs

(0 Type  letter Poglish - Profictency, Recommendation,  Alleslation,  Verilication,
Continmation, aid Addendunt i Brochure and Notification of Results,

) Al other duties as may be assigued {rom time to time,
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