
 

Funmilayo Fakojo 
Virtual Assistant  

Lagos Nigeria  
+2349116481001 
fakojofunmilayo@gmail.co
m  

EXPERIENCE 

SEOLA TECHNOLOGIES, Lagos— Personal Assistant  
April 2022 - November 2025 

●​ Coordinate daily schedules, appointments, and 
meetings to ensure smooth day-to-day activities. 

●​ Handled emails, phone calls, and other administrative 
communications promptly. 

●​ Organized documents, files, reports, and records, 
ensuring important information was properly 
maintained and easily accessible. 

●​ Assisted with travel arrangements. 
●​ Prepared documents, presentations, reports, 

spreadsheets, and other  materials using Microsoft 
Office and Google workspace. 

●​ Organized virtual meetings using platforms such as 
Zoom and Google Meet. 

●​ Provided general administrative and organizational 
support to improve productivity and efficiency. 

EDUCATION 

Lagos State Polytechnic, Lagos Nigeria — ND 
August 2019- May 2023 

Computer Science. 

Greenfield int School, Ogun Nigeria — SSCE 
September 2010 - June 2015 

Secondary School  

SKILLS 
 

●​ Good 
communication  

●​ Calendar and 
email 
management  

●​ CRM 
●​ Attention to details 
●​ Problem solving  
●​ Time 

management  
●​ Microsoft Office 

and Google 
workspace skills 

LANGUAGES 

English  
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