                              OBI NNAMDI KELVIN 

CONTACT ADDRESS:
Federal Ministry of Information and Communication
Staff Quarters, Phase IV, Kubwa Abuja.
Mobile Numbers: 08038915289 / 09054266778
Email address: don4kel@yahoo.com 

OBJECTIVES: To work in a reputable organization that provides top quality professional services, offers real challenges, job satisfaction and career development where I would be opportune to satisfy my passion for learning and deliver the best of my expertise towards the achievement of the organizational goals and development through the application of the knowledge and skills acquired. 

WORK EXPERIENCE:

PARAMOUNT WOOD WORKS AND MANUFACTURING COY. LTD
Plot 620 Idu Industrial Layout, Abuja.
Year: June 2012 till Date
Position:  Admin / Human Resources Manager
Job description:
· Supervise and manage all day to day office activities e.g ensuring that workers promptly resume duties and in a more conducive working environment.
· Daily monitoring / checking of the attendance record through the use of an installed clocking machine. 
· Keeping record of utility payment etc.
· Liaising with immigration officials for the processing of residence permit issuance and renewal of our expatriate quota.
· Contacting the relevant traveling agency for an online booking of domestic or international flight for our staff.
· Ensures the implementation of safety policy
· Time office management function
· Recruitment, selection, training and development functions. To ensure that more qualified candidates are employed and given the required professional training via periodic training programs.  
· Preparation of monthly staff salaries and wages.
· Staff performance appraisal functions. This function entails conducting periodic performance assessment by the various departmental heads, which will be submitted to the HR deparment.
· Employee welfare functions.
· Statutory compliance functions.
· Daily vehicle arrangement for employees on official assignment.
· Drafting of minutes of Management meeting held every week.

ADKAN SERVICES NIGERIA LTD (ESTATE DEVELOPER)
No: 6/8 Juba Street Sun City Estate Abuja.
Year: October 2008 – June 2012
Position: Administrative Officer
Job description:
· Preparation of labour wages. This involves weekly computation of hours worked by using the stipulated guidelines as enshrined in the Labour law.
· Preparation of weekly report to the management which details how much the company send weekly and the level of work on site.
· Monitoring of site work. Through the use of job cards raised by the engineers the department monitors the level of work done on a particular building.

RELIANCE TELECOM (RELTEL WIRELESS)
Aminu Kano Crescent opposite Sheriff plaza, Wuse 2 Abuja 
Year: November 2006 – October 2008
Position: Sales Coordinator
Job description:
· Daily distribution of diverse CDMA handset(s) to the marketers.
· Assisting subscribers on the service plan the PTO offers 

INSTITUTIONS ATTENDED / ACADEMIC QUALIFICATIONS:
Institution: Nasarawa State University Keffi
Degree: (M.P.A) Public Administration
Period:  2015 / 2016 (In-View)

Institution: Abia State University, Uturu
Degree:  Bachelor of Science (B.Sc, hons) in Government / Public Administration 
Period:  2000 – 2004

Institution: Government College Umuahia 
Degree: West African Senior School Certificate
Period:  2000

PROFESSIONAL QUALIFICATION / MEMBERSHIP
Institution: Chartered Institute of Personnel Management of Nigeria
Grade:  PE 2

Institution: Nigerian Institute of Management (Chartered)
Grade: Graduate Member
Year:  2007

PERSONAL ATTRIBUTES
· Excellent interpersonal and communication skills
· Excellent creativity, Resourcefulness, Dynamic, Target driven and Diligent.
· High degree of motivation, flexibility and reliability with a willingness to learn.

PERSONAL DATA:
Date of Birth:    September 22, 1981
Sex:                    Male
L.G.A:                Isuikwato
State of Origin: Abia State

REFEREES

Available on request.
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