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Personal Statement 
A highly skilled and accomplished Project Officer with a proven track record of successfully leading and delivering projects across various sectors, including construction, IT and retail industries; an astute stakeholder manager who is a developer of creative and innovative solutions that enhance efficiency and project delivery to quality, reduce cost and within agreed timelines. 
I inspire teams and motivate them to reach their full potential through exceptional leadership skills and also actively listening and valuing diverse perspectives, creating an inclusive and engaging work environment that encourages innovation and high performance. I place an emphasis on building collaborative relationships, both internally and externally, to ensure seamless project execution and exceed stakeholder expectations.  

Key Skills
	· Leadership and Team Management
	· Strategic Planning

	· Process improvement
	· Organizational skills

	· Stakeholder engagement
	· Risk and cost management

	· Quality control
	· Change management

	· Resource allocation and management
	· Partnership and collaboration



CAREER HISTORY 

PROGRAMME PMO SUPPORT OFFICER | MINISTRY OF JUSTICE					MAY 2024 TO DATE
I facilitate the efficient operation of programme-level processes by maintaining essential records, drafting key reports and commissions, and coordinating project-level risks and issues.
· Responsible for maintaining and updating key programme records, including RAID logs, actions, decisions, and schedules, ensuring effective project governance.
· Managing the initial drafting of programme reports and commissions to facilitate seamless communication and project tracking.
· Assisting in the coordination and consolidation of project-level risks and issues into comprehensive programme-level risks and issues.
· Supporting the analysis of programme data to identify trends, risks, and opportunities, contributing to accurate, data-driven, and high-quality reports.
· Aiding in the efficient and effective operation of programme-level processes to ensure adherence to governance standards.
· Providing administrative support to the PMO, including scheduling, documentation, and meeting coordination.

PROJECT OFFICER | UNIVERSITY OF SALFORD, GREATER MANCHESTER				OCT 2023 TO MAY 2024
Working as part of the Work Integrated Learning dedicated team committed to removing unnecessary barriers to learning and making education more accessible.

· Responsible for project governance by producing and maintaining detailed project plans, monitoring progress against the plans, maintaining action logs and managing key issues.
· Managing business readiness and implementation activity, such as engagement sessions, communication plans and training delivery plans.
· Assisting with the coordination, underlying analysis, and production of accurate, data driven and high-quality reports, analysis of risks and issues, dependencies and assumptions, communications, change control, workstream plans and finances.
· Proactively track the performance of projects (risks, issues, time, quality, costs) against agreed service level agreements and provide accurate and high-quality management reports detailing this information within agreed deadlines.
· Review, update and maintain project related policies, procedures, and project methodologies.

HEALTH CARE ASSISTANT | CARE4U, MANCHESTER		 MAR 2023 TO MAY 2023 
In this role, I provided essential personal care services to elderly clients in their homes, promoting independence and improving their quality of life. I worked closely with individuals who required assistance with daily activities while maintaining their dignity and comfort. I also monitored and reported health changes, ensuring all care plans were followed accurately. 
· Delivered personalized care to elderly clients, assisting with daily living activities such as bathing, dressing, and grooming.
· Monitored patients' health conditions and reported changes to healthcare professionals.
· Supported clients in maintaining their independence while ensuring their comfort and dignity.
· Assisted with household tasks, including meal preparation and light cleaning, to create a safe, comfortable living environment.
· Helped manage medication schedules and ensured compliance with prescribed treatments.

CUSTOMER SERVICE AND OPERATIONS ANALYST | NATWEST BANK, MANCHESTER		 FEB 2023 TO OCT 2023 
Working within the People & Transformation business function to deliver the Apprenticeship, LTSB and Graduate Scheme recruitment projects to attract and recruit fresh talent to join the workforce in line with stakeholders’ expectations. 
· Analyse data generated from HRIS (workday) and other recruitment tracking software to optimise process work flows and improve business unit performance and achieve 100% targets every week.
· Collaborate with diverse teams (including recruitment support, Talent Acquisition, Business Units, etc.), Hiring managers and the IT department for process automation resulting in enhanced customer satisfaction and real-time insights on operational needs.
· Use visualisation artefacts such as BPMN, Wireframe and Use case diagrams to improve stakeholders’ understanding of features and requirements of the end product
· Problem-solving and building excellent relationships with candidates through various communication channels, providing timely and professional service. 
· Monitor and track all project risks and issues, Bi-Weekly RAG status, Lessons learned report and Highlight reports for stakeholders; recommending mitigation strategies and escalating where required. 

PROJECT MANAGER | CITYWORKS REAL ESTATE LTD	 	 				APRIL 2018 – DEC 2022
Responsible for project managing the construction and delivery of 5 blocks of residential apartments – each with 40 flats from design, to planning and closure.
· Engage stakeholders early in the project planning process for insight into their requirements, expectations, and pain points. Involve them in the product design and acceptance criteria to ensure comprehensive understanding prior to project commencement.
· Led end-to-end delivery of multiple construction and renovation projects from initiation to closure, ensuring timely delivery within budget and scope.
· Developed project plans, including timelines, budgets, and resource requirements, and ensured adherence to project governance processes.
· Identified and managed project risks and issues, implementing effective mitigation strategies to minimize impact on project outcomes.
				
FAMILY CAREGIVER     									January 2017 - June 2020
End of life carer for Grandmother  							 
During this period, I provided full-time care for my grandmother, managing all aspects of her health and daily care needs. This experience enhanced my ability to provide patient-centered care and taught me invaluable lessons in empathy, patience, and caregiving. My responsibilities included personal care, administering medication, and maintaining a comfortable living environment for her until her passing.
· Assisted Mrs Ajayi with her personal care with dignity including supporting her to use the bath or shower, washing her hair and giving her strip, bed baths in the latter days.
· Managed Mrs Ajayi’s medication including giving the correct dose and type of medication in line with her prescription and kept a detailed and updated medication charge.
· Spent social time with Mrs Ajayi going sightseeing, watching the TV shows she loved, chatting about her earlier life, accepting visits from other family members, and shopping.
· Prepared nutritious and healthy meals while also doing household chores.
· Supported in prescribed exercises.
· Kept all records confidential and only discussed with other health professionals who were assigned her case.

Education & Training

	· PRINCE 2 Project Management Practitioner – May 2022

	· PRINCE 2 Project Management Foundation – March 2022

	· Academy for Women Entrepreneurs – US State House Initiative for female entrepreneurs in Africa – Oct 2019

	· Project Management Essentials – Management & Strategy Institute – Dec 2020

	· Applying design thinking to satisfy changing customer needs – AWEC Business Academy – Sept. 2020

	· How To Fund Your Small Business – Impact Her, New York, USA - 2017

	· Women in business capital – WIMBIZ – May 2018
	· HND Civil Engineering – February 2004


	· Certificate in Entrepreneurial Management – Enterprise Development Centre – May 2017
	· OND Civil Engineering – July 2001




REFERENCES
Available on request
