OLAYINKA OGUNDEJI
Ondo State, Nigeria | +2349168710743
Ogundejiolayinka576@gmail.com | LinkedIn ID: Ogundeji Olayinka

linkedin.com/in/ogundeji-olayinka

SUMMARY

Highly motivated and results oriented Virtual Assistant with a background as a Medical Laboratory Science and
experience supporting remote operations., Al data annotation tasks, and digital project workflows. Proven
ability to manage multiple projects, communicate effectively with diverse audiences, and exceed expectations in
fast paced environments. Passionate about contributing to a dynamic and collaborative team while leveraging
analytical skill and technical skills to drive successful project outcomes

WORK EXPERIENCE

Al Data Annotator Feb 2026

Freelance / Remote

e Performed image and text annotation for Al training projects.

e Followed project guidelines and quality assurance standards to review and categorize data with attention to
accuracy.

e Collaborated in remote digital work environments.

The Cosmia August 2025

Social Media Manager Intern

e Designed and executed social media campaigns that boosted audience engagement and brand visibility
across multiple platforms.

e Researched and authored data-driven reports on the Nigerian and global creator economy, providing
insights that shaped strategic brand positioning.

e Collaborated with creators and internal teams to deliver innovative content and partnerships that
strengthened community engagement.

e Tracked performance metrics and applied analytics to optimize content reach, resulting in measurable
growth in impressions and interactions.

MEAcademy Sept 2025- Oct 2025

Community Manager

e Designed and implemented a 90-day engagement and growth plan, aligning members with community
goals and boosting participation.

e Coordinated and facilitated weekly live classes and activities, fostering collaboration and knowledge
sharing among 50+ freelancers and remote workers.

e Monitored engagement levels and introduced recognition systems (e.g., “Most Active Member” awards),
increasing active participation by 30%.

CY Express July2025 — April 2026

Customer Representative & Social Media Manager

e Designed and implemented monthly content calendars (Instagram, TikTok, WhatsApp), ensuring consistent
posting (3x weekly) aligned with brand goals.

e Managed CY Express’ TikTok and Instagram pages, maintaining brand voice, visual identity, and online
presence.

e Worked with design teams (flyers, carousels) and stakeholders to ensure timely content delivery and brand
consistency to increase sales by 40%.


http://www.linkedin.com/in/ogundeji-olayinka

Afriment June - July 2025

Social Media Manager Intern

e Conducted in-depth competitor analysis and sentiment tracking on similar EdTech brands.

e Developed a weekly content plan and storytelling framework that highlights user journeys, skill
transformation, and remote work confidence.

e Created visually engaging carousel posts and explainer graphics.

Excelerate June 2024- July 2024
Project Manager Intern

e Provided comprehensive administrative support as the team lead.

o Managed calendars, scheduled meetings, and enhanced organization and time management skills.

o Assist in creating a comprehensive project plan for the global event

o Conducted in-depth research and prepared detailed reports.

o Utilized project management tools to track tasks and deadlines.

o Communicated effectively with clients and team members via email, phone, and video conferencing.

EDUCATION

TS Academy February 2026 — May 2026
Digital Marketer Certification

Alx Program September 2024 - October 2024
Virtual Assistance Certification.

Ambrose Alli University Ekpoma, Edo State November 2018- 2024
Bachelor in Medical Llaboratory Science (BMLS).

VOLUNTEER ACTIVITIES

TEDx AAUEkpoma June 2024 - Present
Content Team Lead
¢ Generate high-quality presentations and impacting contents.

TEDx AAUEkpoma’ September 2023 - Present
Student Volunteer

e Assisted with event registration, ensuring seamless entry for attendees.

e Provided exceptional customer service, addressing attendees inquiries and resolving issues promptly.

Medics Manoeuvres June 2022- Present
Creative Team Lead

e Collaborated with the team of creatives in developing engaging educational materials for students.

e Promote health awareness and education.

e Collaborated with the organizations team to achieve their goals and mission.

e Manage social media accounts for the community group.

SKILLS
Computer Proficiency Time Management Excellent Communication
Al Data Annotation Data Labeling/ Analysis Social Media Management
Quality Review CRM Management Email Marketing

Business Operations Workflow Automation Project Management



Technical Skills:

o Proficiency in Microsoft Office Suite (Word, Excel, PowerPoint, Outlook)

o Google Workspace (Gmail, Docs, Sheets, Slides)

o Project management tools (Asana, Trello, Notion)

o Communication tools (Zoom, Skype, Slack)

o Data entry and analysis software (zoho CRM, Zapier)

o Digital Marketing tools (Mailchimp, Meta ads Manager, google Ads, Google Analytics 4)

Soft Skills:

o Excellent communication (written and verbal)

o Strong organizational and time management skills
o Attention to detail

o Problem-solving and critical thinking

o Adaptability and flexibility

o Customer service orientation

INTERESTS

Volunteering Travel Creating Contents
LANGUAGES

Yoruba - Native English — Fluent



