OLAMIDE TITUS

Virtual Assistant | Customer Support Specialist | Digital Operations
olamidetitusupwork@gmail.com

+234703 974 2741

ABOUT ME

Adaptable, tech-literate Virtual Assistant and Customer Support Specialist with 4+ years of experience managing digital
operations, client communications, and technical troubleshooting. Proven track record of handling multi-channel inquiries,
maintaining high accuracy in digital records, and integrating Al tools to streamline day-to-day administrative workflows. Fluent
English communicator committed to rapid response times, inbox organization, and reliable remote collaboration.

WORK EXPERIENCE
Perpetual Dev.
Client Operations & Digital Support Specialist 2023 - Present

e Acted as the primary point of contact for small business clients, handling daily communications,
onboarding, and platform support.

¢ Managed incoming client inquiries, bug reports, and service requests across email and chat,
troubleshooting user-facing issues to resolution.

¢ Integrated third-party APIs, payment gateways, and web apps to automate client administrative
workflows and reduce manual tasks.

o Drafted clear, step-by-step SOPs and platform walkthroughs to onboard non-technical business
owners onto digital tools.

. . Brickfield Road Associates.
Field Data & Customer Research Officer November 2025 - July 2026

¢ Conducted high-volume structured surveys and interviews across diverse demographics,
maintaining verified data accuracy and meeting strict daily quotas.

e Utilized mobile survey and data collection tools to record, validate, and synchronize
records in real-time, resolving field discrepancies on the spot.

e Handled client inquiries and respondent objections with professional, de-escalating
communication to maintain high survey completion rates.

EDUCATION
Bachelor of Arts (B.A.) in Philosophy Unlversgé/1c8)f_L;g§Z
SKILLS

e Support & Admin Operations: Ticket Resolution, Live Chat & Email Support, Calendar & Inbox Management, Client
Onboarding, SOP Documentation, Data Entry & Verification.

¢ Platforms & Software: Google Workspace (Docs, Sheets, Slides, Forms), Microsoft 365, Notion, Slack, Trello,
Asana, Zoom, Zendesk (Basics).

¢ Productivity & Tech: Al Productivity Workflows (ChatGPT, Claude), CRM Data Entry, Form & Web Troubleshooting.

CERTIFICATIONS

Customer Service Hub Certification Typing Speed & Accuracy
HubSpot Academy 60+ WPM | 98% Accuracy (Verified)
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