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5 years of experience in human resources, employee relations and Client services.
· I am keen to utilize diverse and rich experience to transform vision and strategy into results for an ambitious team and strive on having an impact on a company’s bottom line.
· Highly focused with a comprehensive understanding of Customer Relationship Management.
· Proven abilities in interacting with both internal and external customers.
· Ability to develop relevant needed skills on the job, willingness to learn, open to new opportunities and ideas.
· Excellent interpersonal skills: can communicate concisely and articulately with customers and colleagues alike.
· Enjoy being part of a successful and productive team whilst demonstrating strong leadership potential in a highly competitive and demanding industry.
CORE COMPETENCIES 

· Team Building.
· Recruitment.
· Excellent communication and listening skills
· Employee relations.

· HR service delivery
· Employment law compliance
· Employee benefits
· Counselling and motivation
· Mentoring and coaching
ACADEMIC DETAILS
2005 - 2009
B.Sc. (Political Science) from Babcock University, Ogun State, Nigeria (Second Class Upper)
1996 - 2002
Nigerian Navy Secondary School, Ojo, Lagos State (S.S.C.E)
EMPLOYMENT DETAILS 
     May’14 – till date: Third Dimensions (Architects, Planners and Development Consultants) Lagos, Nigeria 
(Human Resource Executive)

Key Result Areas 
· Working closely with line managers and individual employees.
· Providing support in the various human resources functions such as recruitment, staffing, performance, monitoring and employee counselling.

· Updating and maintenance of personnel records, leave approvals, pay reviews.

· Assisting in the development of policies and procedures relating to staff employed by the organization.

· Liaising with wide range of people involved in policy areas such as staff performance and health and safety

· Planning and training delivery including induction of new staff.

· Undertaking salary review.
· Networking with employment agencies and also use of professional and networking sites to identify and source candidates.

· Preparing job adverts, checking application form, shortlisting, interviewing and selection of candidates.
· Identifying training and development opportunities.

· Organizing staff training, sessions, and workshops.

Jan ‘11 –April ‘14: Posh Party World Lagos, Nigeria as (Human Resources Manager/Event Coordinator)
Key Result Areas 

· Arrange interviews and perform administrative tasks regarding the new employee selection process. 

· Liaise with staff on human resources matters and attend to their welfare e.g. Leave, HMO, PFA etc. 

· Serve as the provider of informal guidance to new employees and conduct close monitoring on the employees’ productivity, progress and ensure that all office personnel adhere closely to the rules and regulations.
· Accurately calculate a budget for proposed events. 

· Coordination of approved events which includes managing details like choosing the event location, arranging the schedule, selecting speakers/entertainment, choosing vendors, selecting menus, procuring accommodations, creating and distributing marketing materials (invitations, flyers, advertisements,) and arranging transportation for attendees. 

· Ambience creation (decorations), coordination of cocktail and food services.
· Making sure quality controls of food and drinks are of high standards.
· Plan, coordinate and organize various meetings, Events and conferences and take minutes of meetings. 

· Coordinates every aspect of an event to make sure that it occurs without a hitch
· Attending to any other job that may be assigned.

July ’09 – Jun ’10: Oceanic Bank International Plc. Kaduna, Nigeria as Human Resource Officer
Key Result Area
· Preparing Staff Payroll/ Salary Schedule

· Prompt update of staff details on Human Manager and SAP – HR Operating softwares

· Working closely with business units and subsidiaries to ensure cost maximization and adequate staffing complement

· Discharge the Bank’s Policy, Vision and Mission to new Hires

· Ensure strict and full compliance to company’s policy

· Prepare staff references, receive responses and advise on their suitability

· Processes the Human Resources weekly report for onward passage to Head Office

· Processing of staff file (Hard copy) and passage of same to HRIS Unit

· Attending to any other job that may be assigned

Skills:     Good Knowledge of Microsoft Office, E-mail and Internet Applications,
PERSONAL DETAILS 

Date of Birth:

18th January, 1984 

Languages Known:
English, French (intermediate level)
