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CAREER OBJECTIVE
A goal-driven, self-motivated and experienced Professional who’s poised for challenges that will offer opportunities to add value and contribute to individual, team and overall business goals and objectives through the practical application of knowledge, skills, attitude, creativity, professionalism and wealth of experience.
EMPLOYMENT HISTORY:
Gemameg Company Nigeria Limited


        (Consultancy and Outsourcing Firm)





February 2015 – August 2016.
HUMAN RESOURCES MANAGER:
I am responsible for the implementation of overall strategic corporate policy of my organisation as it affects all persons in our employ; to design, develop and lead people-oriented and pro-performance policies, processes and practices for hiring, motivating, engaging and rewarding employees; manage, monitor TCMS, ensuring staff welfarism, provision of HMO & NSITF, control and administer the company's resources and policies on assets and facilities.
Dansa Foods Limited,

Pan Warehouse,











Off Badagry Exp. Way,

Abule Oshun, Lagos,
Human Resources / Payroll officer






June 2011- July 2013
COMPENSATION & BENEFITS

EMPLOYEES’ RELATIONS

PERFORMANCE MANAGEMENT

RECRUITMENT

HUMAN RESOURCES & BUSINESS PARTNERING

INDUSTRIAL RELATIONS
COMPENSATION & BENEFITS:

· Payroll preparation and administration

· Preparation of Staff pension Schedule for remittance into their respective PFA

· Making Necessary deductions on Staff Pay based on Loan granted and other debit advice from Risk Mgt Accountant.

· Payment of staff Overtime and weekend allowances. 

· Payments of staff leave Allowances and Leave Encashment.

· Liaising with Banks on Staff Salary Issues.

· Liaising with Pension Fund Administrator on Staff pension schedule

· Preparation of salary Variance Analysis Report to the Group Head, HR & Admin & COO

· Preparation of Staff terminal benefit- accrued leave allowances & Leave pay, Gratuity, Pension etc
EMPLOYEES’ RELATIONS:

· Preparation of paperwork to place employee on payroll and establish personnel file 

· Providing administrative assistance to the HR manager

· Assisting the HRM in overseeing the administrative matters involving new hires, health benefits, workers compensation, leaves of absence, salary administration, terminations/transfers and preparation of terminal benefits

· Keep employee records up-to-date (processing change of status forms

· Supporting personnel with questions on benefit and HR issues as needed on a daily basis

· Human Resources/Manpower Periodic Report 

· Staff movement, deployment, redeployment, transfer.
RECRUITMENT

· Assisting the HRM in the strategic workforce planning of the company

· Clearly Stating Job Description of the vacant position

· Issuance of requisition form to the user department

· Making advertisement for the vacant post – Internal & External

· Collation of CVs’

· Short listing the preferred and qualified candidates

· Inviting the shortlisted candidates for test and interview

· Preparation of Appointment Letter to the selected candidates.

· Organizing induction Schedule for the newly engaged staff.
HUMAN RESOURCES BUSINESS PARTNERING:

[
· Assist in setting challenging HR goals with a close cooperation with HR & internal Clients

· Selling HR projects & initiatives to internal clients and getting their buy –in.

· Assist the HRM in developing succession plans and manage the performance management cycle for internal clients.

· Assist the HRM in keeping processes in a full compliance with the legal & regulatory (internal, external) framework.

· Acting as the independent advisor for employees in tough situations.

· Providing instant & feedback on all HR processes, procedures & initiatives.

· Working with the HRM in acting as a single point of contact for internal clients.

Achievement:

· Preparation of error free payroll by 25th of every month

· Timely Preparation of Pension Schedule for remittance  by 28th of every month

· Ensuring that exited staff terminal pay is promptly pay within two weeks of exit.

· Single handedly computed all staff gratuity as at 31st Dec, 2013 (Pan Nigeria)
· Staff issues and complaints are drastically reduce to the bearest minimum. (From 100%- 25%)
· Nominated as HR Representative in the KPMG Audit & Turnaround Project.
· Promoted to the post of Assistant Human Resources Manager.
ASSISTANT HUMAN RESOURCES MANAGER:




July 2013- January 2015
· Develop and implement corporate HR policies and procedures 

· Drive the organisation’s culture

· Manpower Training and Development 

· Staff recruitment and placement

· Salaries and wages administration

· Administering the biometric system of attendance and salary administration

· Administering the staff welfare schemes- Medicals, Pensions, Insurance, canteen, etc

· Supervision of the factory HSE function

· Champion the GMP requirements/activities of the factory

· Industrial Relations and Employees Relations Management

· Advise factory management on HR matters

· Reporting all HR related matters to the Head, Human Resources Manager.

Afribank Nigeria Plc, 

Adeyemo Alakija Branch,






               

 2005 - 2006

Victoria Island Lagos         

 (Defunct Assurance Bank Head Office)
Summary of Responsibilities:
· Verification of defunct Assurance Bank customers’ account

· Opening of fresh account for  customers

· Collating and rendering of returns of all verified accounts to the Head Office

· Attending to customers complaints

· Keeping proper record of all verified accounts

· Provision of needed  information to Nigeria Deposit Insurance Corporation (NDIC) about Defunct Assurance Bank.
Achievements:

Successful completion of the verification exercise.

Recommended for a permanent job after the exercise.
  Nationality:                        Nigerian

               Date of Birth:                        21st April, 1983
               Place of Birth:                       Abeokuta, Ogun State
Academic Qualifications:

Professionaal Master in Industrial Relations & Personnel Management
              (2016)

Bachelor of Science in Industrial Relations & Personnel Management
              (2011)
Higher National Diploma in Business Administration (HND)

              (2008)
 Diploma in Economics (Diploma)




              (2004)
Schools Attended With Dates:

Lagos state University, Ojo-  Msc.





 (2014-2016) 

Lagos state University, Ojo – Bsc.





 (2008 -2011)

Akwa Ibom state Polytechnic, Ikot Osura



   
 (2006-2008)

Lagos state University, Ojo- Diploma




 (2002-2004)

Ajebo Community High School, Abeokuta, Ogun State

                (2001)

Mrs. F. kuti Primary School, Isabo- Abeokuta



 (1989 -1994)
Academic Works
Effects Of Organisational Conflict On Performance In The Manufacturing Sector
      A Project Work Submitted to the Department of Industrial Relations & Personnel Mgt
      
Lagos state University in partial fulfilment of Master In Human Resources & Industrial Relations.                      
                                     
Effect of Leadership Style on employees’ performance
           A Project Work Submitted to the Department of Industrial Relations & Personnel Mgt
      
Lagos state University in partial fulfilment of Bachelor of Science in industrial Relations & Personnel Management.                   
                                     
Impact of Government Policies on Organizational effectiveness
   A Project Work Submitted to the Department of Business Administration

                                   Akwa  Ibom state Polytechnic
Professional Qualifications and Memberships:

Oracle Certified Associate



(OCA)



               Membership

Oracle Certifeid Professioal


(OCP)



               Membership

Chattered institute of personnel management              
 (CIPM)
 



student Membership

Professional Courses/Workshops Attended With Dates:



Course Title






     Organizer

HR For Non HR

(HR Boot Camp) 2014                                         


  SOUGHT AFTER
National Workshop on Harnessing the Benefits


  HuCaPAN
Of Outsourcing Through enhanced Regulatory Environment (2015)
Employment and Labor Law In Nigeria



  REGVILLE

Hobbies   

· Learning

· Sports
· Travelling
· Listening to Good Music
Referee: 
Mr. Sunday Adeleye
 Operation Manager,


Gemameg Company Nigeria Limited,


07045360640



Mr. Frederick Taiye Rhahire.



Head, Internal Audit and Control,



Dansa Foods Limited,



08033465774
