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Career Objective

To have a full-time challenging position that will utilize my experience and unique abilities. A position requiring creative and innovative approaches to problem solving, fulfillment of my personal goals and contribute to the organization.
Strengths: 

· Exceptionally creative, artistic and full of fresh and new ideas
· Very good communication skills both verbally and written
· Remarkably good in analyses and planning
· Confident and enthusiastic
· Computer proficiency in Excel, Microsoft word & desk top publishing
· Excellent interpersonal and organizational skills
· Strong ability, able to prioritize and manage different tasks and deliver accurate and consistent results

· Strong interpersonal skills, with ability to work with people from different cultures and able to manage various types of employee request with difficulty

· Have  keen understanding and respect for confidentiality

Work Experiences:
Organization:    Gitto Construzioni Generali Nigeria Limited
Position:             HR & Accounts Coordinator                                   July 2004-Date   
Post Functional Summary: Has combined responsibility for all aspects of Accounts & human resource function within the country office, primarily for staffing, recruiting, retention, employee relations, compensation, compliance and individual development. Guarantee that HR initiatives are aligned with the company’s mission, values and long-term business strategy. In the accounts, functions take lead on the reconciliation of accounts, rising of journals to books expenses, reviewing vouchers for approval and handle issues relating to balancing and reconciling accounts, checking for inconsistencies, omissions and other errors.

Essential Duties and Responsibilities (HR):

· Ensure strategic initiatives are implemented with a strong emphasis on recruitment, development and retention of staff.    

· Develop and implement national HR strategies, plans & budgets that support projects objectives, and ensure full implementation of defined HR standards & good practices.

· Conduct analysis and market research on salary and benefits trends.

Provide HR guidance and recommendations to ensure the project remains competitive. 

· Establish and maintain recruiting, hiring and orientation plans and procedures for project employees. 

· Establish and maintain internal HR policies, procedures and programs.  Ensure communication and compliance with all internal policies and procedures as well as external regulations and applicable labour laws.

· Manage administration of personnel benefits and compliance with tax laws, including employee terms & conditions of service, salaries & benefits, employment contracts, and leave records.

· Handling day to day HR responsibilities under the supervision of the HR Manager 
-Assisting the HR Manager on major projects (such as HRIS development, developing internal systems, processes and manuals etc.)
-Support and lead on recruitment campaigns 
-Support   in screening candidates 
-Execute accurate quarterly HR reports 
-Keep and update employee tracking records and report accordingly 
-Carry out other HR related jobs and adhoc activity as required form time to time.

Essential Duties and Responsibilities (Accounts): 
· Preparation of Bank Payment Voucher Advance 
· Posting Bank Transaction Using Accounting Packages 
· Preparation of Sub-contractors and Suppliers Cheques 
· Updating of Sub-contractors and Suppliers Outstanding Payment 
· Preparing and Updating Sub-contractors and Suppliers Statement of Account 
· Paying of Sub-contractors and Suppliers 
· Preparing and Arranging of Bank Vouchers for Project Manager’s Approval
· Coordinating and Monitoring of Daily Bank and Cash 
· Assisting in Cross-Checking the Inventory Reconciliation Report of the Site 
· Monthly Bank Reconciliation  
Account Payables

· Checking of all invoices before approval from authorized Officers 
· Checking and ensuring that all request rate tallies with the supply rate 
· Receiving all invoices and ensuring proper documentation before payment 
· Posting of all approved invoices using accounting system 
· Updating of Sub-contractors and Suppliers Outstanding Payment 
· Preparing / Updating Sub-contractors and Suppliers Statement of Account 
· Updating outstanding payment & Books on daily basis 
Organization:    Gitto Construzioni Generali Nigeria Limited
Position:            Accounts & Administration Supervisor                     July 2002- 2003   

Work Activities:

· Supervising the Account Departmental Operations & Report to the Head Office 

· Supervising the Administration / Operations & Report to the Head Office 

· Arranging Expatriates Flight, Accommodation and other Logistic Documentation    

· Forgoing the Bank Transactions between Head office and Site Office 

· Coordinating / Controlling the Administrative Operations
· Assisting the Personnel Department for update of Manpower Reports 

· Assisting the Personnel Department for the monthly pay roll operations 
· Coordinating the Daily Administrative operation & Reporting to the Head Office 

· Assisting the Inventory Reconciliation Report of the site
Organization:   Nigeria National Petroleum Corporation (NNPC)
Position:          NYSC- Procurement Support Assistant
  1999-2000

 Job Requirements:

· Prepare and issue tender documentation for procurement enquiries and purchase orders. 

· Issue award letters, purchase and work orders with accurate specifications and dispatch to vendors/ contractors
· Verification of supplies made to ascertain timeliness and adherence to specifications

Education:
· B.Sc Business Administration
(Second Class Upper)
-  ABU Zaria               

1998
· WAEC






Ogunbor Secondary School 
1988
· FSLC






Qua Iboe Pri. School 

1992

Bio Data:

· Date of Birth:  


Jan 18th , 1974 

· Nationality: 


Nigerian/Kogi State 
· Gender/Status:       

Female/single
· Language Proficiency- 
English (Fluent), Igala (Fluent) Hausa (Fair)
Hobbies:  Surmounting New Challenges, Reading, Cooking, Swimming and Travelling
Referees:  

	Mr.Hillary Egwudah

Transocean Support Services Ltd

Lone Star drilling Complex

Opposite NNPC Housing Estate

Emeka/Iguruta Road

Port Harcourt

084-610633-5
	Mrs.Titilayo Aboderin

39C Ahmed Onibudo Street ,

Off Adeola Hope well

Lagos

01-2622226

	Mr.Arome Nakuje

Chevron Training Centre

DWO&M Training 
Chevron Nigeria Limited 2
Chevron Drive
Lekki - lagos

01-3672588 


