
Curriculumvitae
A.GENERALINFORMATION

1. Name: OKEYALE,ElizabethOyedoyin

2. DateandPlaceofBirth: 30thOctober,1976,Ogbomoso

3. StateofOrigin: Osun

4. LocalGovernmentofArea: Ejigbo

5. MaritalStatus: Married

6. NamesandAgesofChildren(ifany): OyindamolaCalebOLUSOLA(19years)
OyinkansolaAnjolaoluwaOLUSOLA(16years)

7. NameandRelationshipofNextofKinwith OKEYALEOlusola(Husband)
TelephoneNumber: 08029684451

8. PermanentContactAddress: Lane1,No.21,IfeoluwaCommunity,
Opp.GraceCookingGas,OmobolanleArea,Osogbo.

9. E-mailAddress: elizabeth.okeyale@uniosun.edu.ng

10. CellPhoneNumber: 08033667907

11. College/Faculty/Unit: Registry

12. Department: AnatomicPathology&ForensicMedicine

13. PositiononFirstAppointmentwiththeUniversity: PrincipalConfidentialSecretaryII

14. PresentPositionandSalary(gradelevelandstep): PrincipalConfidentialSecretaryI,CONTISS116

15. DateofPresentPosition(Promotion/Regrading): 1stOctober,2019

16. IsyourAppointmentconfirmed?Yes/No: Yes

17. DateofConfirmationofAppointment: 1stOctober,2004

B.EDUCATIONALBACKGROUND

1.EducationalInstitutionsAttendedwithDates

(i) ThePolytechnic,Ibadan. - 2004/2008
(ii) LAUTECHComputerCentre - 2004
(iii) ThePolytechnic,Ibadan. - 2001-2003
(iv) OoloCommunityHighSchoolOgbomoso - 2000
(v) LuckyJaxSecretarialInstitute,Ogbomoso - 1995-1996
(vi) AnglicanGrammarSchool,Ogbomoso- 1989-1994

2.AcademicandProfessionalQualificationwithDates/IssuingAuthorityandClassofDegree/GradeLevel
(i) Shorthand(100wpm/120wpm) - 2004/2008
(ii) CertificateCourseinWordProcessingandDesktopPublishing - 2004
(iii) NationalDiploma - 2003
(iv) TypewritingOpenGradingTestStagesIIandIII- 1996
(v) BaratechComputers(CertificateCourse) - 1995
(vi) WAEC/NECO - 1994/2000

3.OtherRelevantQualifications: - Nil

4.Honours,AwardsandDistinctions: - Nil

5.ResearchFellowshipswithDates: - Nil

C.WORKEXPERIENCEOUTSIDETHEUNIVERSITYSYSTEM
(i) GlobalNigeriaEnterprises,Ogbomoso(Salesgirl/Typist)-May-July,1997



D.WORKEXPERIENCEINOTHERUNIVERSITIESSYSTEM
EMPLOYER: LadokeAkintolaUniversityofTechnology,Ogbomoso
(i) POST: IndustrialAttachment - 1997-1999

DEPARTMENT: InternalAuditDepartment,Ogbomoso.

(ii) POST: TypistI/SeniorTypistII/SeniorTypistI - 1999-2006
DEPARTMENT: InternalAuditDepartment,Ogbomoso.

(iii) POST: SeniorTypistI - August,2006
DEPARTMENT: RegistryPersonnelUnit,Ogbomoso.

(iv) POST: SeniorTypistI - Oct.-Dec.2006
DEPARTMENT: WorksUnit,CollegeofHealthSciences,Osogbo.

(v) POST: SeniorTypistI - Oct.2006-April2007
DEPARTMENT: CollegeSecretary’sOffice,CollegeofHealthSciences,Osogbo.

(vi) POST: SeniorTypistI(Reliever) - Oct.2006-April2007
DEPARTMENT: DepartmentofNursing,CollegeofHealthSciences,Osogbo.

.
(vii) POST: ConfidentialSecretaryII - 2007-2009

DEPARTMENT: DepartmentofBiomedicalEngineering/Communication,
CollegeofHealthSciences,Osogbo.

(viii) POST: ConfidentialSecretaryII/I - 2009-2013
DEPARTMENT: MedicalLibrary,CollegeofHealthSciences,Osogbo.

(ix) POST: ConfidentialSecretaryI/SeniorConfidentialSecretary-2013-2017
DEPARTMENT:

DepartmentofCommunityMedicine,CollegeofHealthSciences,
Osogbo.

(x) POST: PrincipalConfidentialSecretaryII-January2018-June,2019
DEPARTMENT:DepartmentofMedicalMicrobiology&Parasitology,Collegeof

HealthSciences,Osogbo.

(xi) POST: PrincipalConfidentialSecretaryII-June,2019-December,2020
DEPARTMENT:

Dean’sOffice,FacultyofBasicMedicalSciences,CollegeofHealt
hSciences,Osogbo.

(xii) POST: PrincipalConfidentialSecretaryII-January,2021-March,2021
DEPARTMENT: GeneralStudiesDepartment,Ogbomoso
RESPONSIBILITIES:

(i) Typingofdocuments,manuscripts,letterse.t.c.
(ii) Takingminutesofthemeeting.
(iii) Receiving,recordinganddispatchingofmails.
(iv) Sortingofmailsandfillingofdocumentsintoappropriatefiles.
(v) Stampingofstudents’answerbookletsforexams.
(vi) Attendingtovisitorsandansweringtheirenquiriesasappropriate.
(vii) Makingphotocopyofvitaldocumentsinthedepartment.
(viii) Coordinatingtheadministrativeunitofthedepartment.
(ix) Administrationofofficeimprest.
(x) Supervisionoftherepairs,maintenance,operationsandsecurityofofficeequipment.
(xi) Renderingsecretarialsupporttothestaffandstudents.
(xii) Supervisingcasualstaffforpropercleaninginthedepartment.



E.WORKEXPERIENCEINOSUNSTATEUNIVERSITY

(i) PrincipalConfidentialSecretaryII,
DirectorateofInternalAudit - April,2021-July,2021

(ii) PrincipalConfidentialSecretaryII/I,
DirectorateofSIWES - July,2021-May2023

(iii) PrincipalConfidentialSecretaryI,
AnatomicPathology&ForensicMedicine-May2023tilldate

RESPONSIBILITIES:
(i) Typingofdocuments,manuscripts,letterse.t.c.
(ii) Follow-upactionsoncorrespondences
(iii) Foreseeingandrelievingthebossofroutinechores

(iv) Maintenanceofofficeequipment.
(v) Makingrequisitionsandfollow-upforofficesupplies.
(vi) Organizing,attendingandtakingminutesofthemeetings.
(vii) Assistinginthepreparationofbriefsformeetings.
(viii) Custodianofofficialconfidentialrecordsandretrievingthemondemand.
(ix) Receiving,recordingandsortingofmails.
(x) Attendingtocoordinators,studentsandstaffonSIWESandSWEPorientationdays.

(xi) Processingofstudents’SIWESandSWEPresults.
(xii) Attendingtovisitorsandansweringtheirenquiriesasappropriate.
(xiii) Makingphotocopyofvitaldocumentsinthedepartment.
(xiv) Coordinatingtheadministrativeunitofthedepartment.
(xv) Administrationofofficeimprest.
(xvi) Renderingsecretarialsupporttothestaffandstudents.
(xvii) Supervisingcleanersforpropercleaninginthedepartment.
(xviii) Performinganyotherworkassignedbytheboss.

F.CO-CURRICULARPROFESSIONALEXPERIENCE - Nil

G.MEMBERSHIPORPROFESSIONALBODIES -AssociationofProfessionalSecretarialStaffofNigeria
(APSON)
H.SERVICE:

(i) University - Nil
(ii) Community - Nil
(iii) National - Nil
(iv) International - Nil

I PUBLICATIONS(ifany) - Nil

J.CONFERENCESATTENDED(indicatingtitlesofpaperspresentedifany)
(i) CollegeofHealthSciencesCapacityWorkshop(24thJanuary,2024)

(ii) 2ndRegistryAnnualLecture–PromotingProfessionalism&Skill-driven
UniversityAdministration:TheRoleofUniversityAdministrators
(31stOctober,2023).

(iii) BuildingCompetencyinProfessionalSecretariesforOrganisationalGrowth
(CharteredInstituteofProfessionalSecretarialStaffofNigeria,Uniosun
Chapter2023Workshop).

(iv) 1stRegistryAnnualLecture–ThePlaceoftheRegistryintheEffective
AdministrationinTheNigerianUniversitySystem(Tuesday,26thOctober,

2021)



(v) Registry:Nerve-CentreforSystemDevelopmentandQualityManagement(A3-Day
In-HouseTrainingforAllCategoriesofRegistryStaff,August27-29,2019).

(vi) HarmonyandTeamWork–AfactorforeffectiveservicedeliveryamongProfessional
Administrators,ConfidentialSecretaries,ExecutiveOfficers,DataManagementOfficers
andTypistsbyANUPA,LAUTECHBranch,onTuesday,May5,2015.

K. EXTRA-CURRICULARACTIVITIES - Readingandlisteningtomusic

L. ANYOTHERRELEVANTINFORMATION
Computer(IT)skills(Microsoftword,ExcelandPowerPoint)

M. SUMMARYOFCONTIBUTIONTOKNOWLEDGE
TodischargemydutiesfortheinterestoftheInstitution.

OKEYALE,ElizabethOyedoyin …………………………….. ……………………..
Name Signature Date


