JOEL O. OMOTUNDE
404 Queensway Road, Richmond, VA 23236 
E-mail: segunomotunde@yahooo.com
(804) 503-7693
OBJECTIVE:  Seeking an entry-level position in Project Management to gain experience for 


   professional development. 

EDUCATION

· May 2012, Virginia State University, Petersburg, VA. Master of Science in Project Management.
· Federal University of Technology, Akure, Nigeria (2000-2001) Master of Business Administration (MBA) equivalent to an MBA awarded by a regionally accredited University in the United States.

· Nigerian Institute of Journalism (NIJ), Lagos, Nigeria (1995-1996) Post Graduate Diploma in Marketing.

· Obafemi Awolowo University, Ile-Ife, Nigeria (1986-1991) Bachelor of Agricultural Economics equivalent to a Bachelor of Science degree awarded by a regionally accredited University in the United States.

PROFESSIONAL EXPERIENCE


Juvenile Correction Officer, Bon Air Juvenile Correctional Center, Richmond, VA (2005 – Present) 

· Effectively provide supervision and security to residents in Housing Units.

· Maintain the safety of each youth and maintain a safe, clean, and therapeutic environment. 

· Consistently ensure scheduled treatment, programs, and educational needs of residents are met.

· Patiently build therapeutic relationship with residents by being their teacher, coach, and positive role model.  

· Successfully manage housing unit and maintain Log Books, Progress Notes, Incident Reports and other documentation.

· Actively participate in Institutional compliance audit.
University Graduate Assistantship, Virginia State University, Petersburg VA (Fall 2010)
· Successfully assisted faculty member in routine administrative office work.
Church Administrator, The Redeemed Christian Church of God, Richmond VA (2009 – Present)

(Volunteer/Community Service)

· Successfully coordinate the take-off of the church’s Daycare Center.
· Hire, supervise, train and evaluate teachers for the church’s Daycare Center.
· Recruit volunteer administrative staff for the church.
· Prepare budgets and financial projections for the church projects and compile periodic and special reports as requested by the Pastor and the Finance Committee.
· Supervise and provide back-up for record keeping of contributions, pledge payments, disbursements, bookkeeping, accounting, purchasing, payroll and accounts payable.
· Work with the maintenance committee to provide property and risk management, preventive maintenance, safety, supply and equipment procurement.
· Assure the effective and efficient management and administration of church functions.
· Maintain the church databases and records.
· Serve on various committees and boards as liaison officer to the pastorate.
· Perform other such duties as assign by the Pastors. 
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Field Training Officer, Bon Air Juvenile Correctional Center, Richmond, VA (2008 - 2009)

· Skillfully provided post academy training and supervision for new and veteran officers through positive role modeling, instructing, leading, mentoring, and counseling.

· Consistently evaluated trainees’ performance using Standardized Evaluation Guidelines. 

· Successfully identified further training needs for trainees and made recommendation to management.

Administrative Manager, Association of General Private Medical Practitioners of Nigeria/Nigeria Medical Association, Lagos, Nigeria (1993–2004)
· Accurately prepared budgets and reports, maintained account receivables and payables.
· Efficiently provided executive support, managed processes and administered office operations.
· Creatively developed business plan, wrote proposals, organized and marketed special events and programs.

· Intelligently planned and executed superb clientele services instrumental in increased clientele/membership drive to boost corporate fortune. 

· Effectively led, supervised, communicated with, and resolved employee/team relations problems.

· Successfully organized local and international conferences.
· Developed team contract.
· Successfully prioritized and managed risks.
· Effectively implemented policies and procedures.
· Actively monitored compliance with regulatory provisions. 

Assistant Planning Officer, Akwa Ibom Agricultural Development Projects, Uyo, Nigeria (1992-1993)
· Effectively assisted the Chief Planning Officer in drawing up monthly, quarterly, and annual project plans.

· Actively participated in the training of Field Extension Agents and visiting them regularly to monitor implementation.
· Assisted in collating data for evaluation and reporting and advising based on conclusions from such data.

HIGHLIGHTS/RECOGNITION

· Awarded Employee of the Month for August 2007 by the Bon Air Juvenile Correctional Center.
· Awarded Certificate of Excellence for Outstanding Performance and Contribution in May 2007 by the B – Break shift of Bon Air Juvenile Correctional Center.
· Awarded Certificate for Exemplary Contribution and Dedication by the Lagos State AGPMPN in December 2003.
RELATED SKILLS

· Demonstrated ability to work with minimal supervision, hardworking and a team player.
· Proven success selling and marketing special events and programs.

· Fast learner and easily adaptable to new protocol and changing environment.
· Responsible, reliable and dedicated to duty.
CERTIFICATION

· Certified Associate in Project Management (CAPM)

Membership of Professional Organizations

· Student Member, Project Management Institute (PMI)
