                    AKALA JERRY AYOBAMI
             NO 7B OMONIYI STREET, OFF BALOGUN STREET, BALOGUN BUS STOP, IJU ISHAGA, LAGOS STATE 

                                                           jerryakala@yahoo.com, +2348094988493
OBJECTIVE

To deliver qualitative services to an establishment inclined to offer opportunities for personal and professional growth and development
BIO-DATA

Date of Birth:              19th February, 1985
State of Origin:           Ondo State
LGA:                              Akoko Northwest 

Sex/Marital Status:    Male/Married
Religion:                       Christianity

EDUCATION

· Federal Polytechnic Offa, Kwara State                                                    2004-2006
                National Diploma in Business Administration and Management Studies
· Fakunle Comprehensive High School Osogbo, Osun State                   1994-2000

                Secondary School Leaving Certificate Examination     (WAEC May/June 2000)

WORK EXPERIENCE
Mayfield and Wigmore Nig Ltd                                                                      Jan 2016 - Date

               Human Resources/Admin Officer

· -Provides job candidates by screening, interviewing, and testing applicants; notifying existing staff of internal opportunities; maintaining personnel records; obtaining temporary staff from agencies
· - Pays employees by calculating pay; distributing payslips; maintaining records
· -Maintains human resources records by recording new hires, transfers, terminations, changes in job classifications, merit increases; tracking vacation, sick, and personal time
· -Orients new employees by providing orientation information packets; reviewing company policies; gathering withholding and other payroll information; explaining and obtaining signatures for benefit programs.
· -Documents human resources actions by completing forms, reports, logs, and records and accomplishes human resources department and organization mission by completing related results as needed.
I son Bpo International Limited.                                                                      Sept  2014  - Dec 2015
              Customer Care Representative (Airtel Nig.)

· -Multitasking

· -Providing resolution to customers issues

· -Logging of customers issues

· -Identify and escalate priority issues
Abola Builders Nigeria Enterprises, Osogbo, Osun State.                             March 2009 -Jan 2014
               Administrative officer 
· -Ensuring the official needs of the office and site staff are met.
· -Ensuring payment of all site workers both daily and monthly

· -Record keeping and balancing of accounts books and ledgers 
Skills Set
· Effective Communication Skills and good listening ability

· Proficiency in the usage of Microsoft Office Suite.
· Strong Analytical and Organizational Skills

· Ability to troubleshoot basic Computer Software and Hardware problems

· Ability to build and maintain good professional and interpersonal relationships.
· Ability to carry-out tasks independently without supervision.

Professional Certification
· Ison NHIP (Customer Care)                                                                         Oct 2014
Personality
Administrative Writing Skills, Verbal Communication, Maintaining Employee Files, Compensation and Wage Structure, Orienting Employees, Benefits Administration, Interviewing Skills, Professionalism, Organization, Teamwork, Supply Management.
References
· Prince Nwafor, Assistant Manager/Project Team Lead,Training Department Ison BPO International Limited,2nd and 3rd Floor Kingsway Building, Dugbe Ibadan, Oyo State, Nigeria.     +2348022225238
· Mrs Olufunmilayo Eddo, MD/CEO, Mayfield and Wigmore Nigeria Limited, 12 Lucina Joseph Street, Off Adeniran Ogunsanya Street, Surulere, Lagos State, Nigeria. +2347084349771   
· Engineer Sunday Adeleke, Abola Builders Nigeria Enterprises Osogbo, Osun State, Nigeria.                      +2348033538763
