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	Highly dedicated and service oriented professional offering 2+ years of rich experience in HR Functions and Office Administration within diversified industries. Demonstrated competencies in carrying out multiple tasks simultaneously, performing well under pressure, meeting tight deadlines, maintaining strict confidentiality of company records, coordinating with third parties and surpassing performance parameters. Well equipped in conducting trainings, organizing groups, preparing documentations and reporting. Proactive and efficient team player with excellent analytical, problem solving, organization, coordination, time management, communication and interpersonal skills. 
STRENGTHS

	· Well Experienced & Trained Professional
	· Expertise in HR & Administration Functions

	· Excellent Organization & Coordination Abilities
	· Policy Development & Implementation

	· Strong Communication-Interpersonal Skills
	· Motivation & Relationship Building Capabilities

	· Adhere to Set Policies & Standards
	· People Management & Leadership Skills

	· Vibrant, Dynamic, Enthusiastic, Highly-dedicated
	· On Visit Visa with immediate availability


	
	
	
	
	
	
	

	 
	
	
	QUALIFICATION
	
	
	

	
	
	
	
	
	
	

	

	Bachelor of Science in Industrial & Labor Relations
Olabisi Onabanjo University Ago, Nigeria

	2008

	Diploma in Accounting & Auditing

Bayero University Kano, Nigeria
	2003


	
	
	
	
	
	
	

	 
	
	
	CAREER SNAPSHOT
	
	
	

	
	
	
	
	
	
	

	

	Community Development Officer

Ministry of Community Development & Cooperatives, Nigeria

	Nov 2011 – May 2012

	Administrative Assistant

Enugu Electricity Distribution Company (EEDC), Nigeria
	2010 - 2011


	
	
	
	
	
	
	

	 
	
	
	ACHIEVEMENTS
	
	
	

	
	
	
	
	
	
	

	· Significantly delivered key contribution towards organization’s growth, organized various activities and established new improvements. 

· Implemented strategy for making learning and development initiative as an integrated part of business.

· Consistently exhibited resourcefulness and initiative in supporting employee needs and developed a sense of emotional affiliation in the minds of employees.

· Demonstrated integrity and strong work ethic in maintaining confidentiality in official records as well as flexibility in working well in cross-functional teams.  

· Performed assigned workload with indefinable enthusiasm, commitment, honesty and dedication with drive towards contributing to continued business growth.


	
	
	
	
	
	
	

	 
	
	
	AREAS OF EXPERTISE
	
	
	

	
	
	
	
	
	
	

	Human Resource Functions
·  Compile and keep personnel records. Record data for each employee, such as address, weekly earnings, absences, amount of sales or production, supervisory reports on ability, date of and reason for termination.

· Process, verify and maintain documentation relating to personnel activities such as staffing, recruitment, training, grievances, performance evaluations and classifications.

· Explain company personnel policies, benefits and procedures to employees or job applicants.

· Process and review employment applications to evaluate qualifications or eligibility of applicants.

· Answer questions regarding examinations, eligibility, salaries, benefits and other pertinent information.

· Examine employee files to answer inquiries and provide information for personnel actions. 

· Interview job applicants to obtain and verify information used to screen and evaluate them.

· Request information from law enforcement officials, previous employers and other references to determine applicants' employment acceptability.
· Determine training needs, implement training procedures, prepare training manuals and conduct training.

· Ensure training effectiveness by consistently creating pre-post assessment tools. 


	


	Administration 

· Act as point of contact on personnel administration and public relations matters; ensure smooth functioning of the department in handling day-to-day transactions.  

· Maintain confidentiality in all inquiries, contracts and legal documents.

· Preserve proper records of incoming and outgoing correspondence, file documents/letters systematically and keep all assigned files up-to-date.

· Review and proof documents, records and forms for accuracy, completeness and adhere rules. 

· Help in continually reviewing and setting up improvements to current procedures.

· Recommend policies and ensure adherence with relevant local laws.

· Coordinate with various teams and provide administrative support in all areas.

· Communicate with internal departments as well as all third parties to exchange information, coordinate activities and promptly resolve issues and concern.  

· Liaise and work cooperatively with government departments, police authorities, labour and ministries; complete all formalities on license, health card and municipality.


	
	
	
	
	
	
	

	 
	
	
	PROVEN JOB ROLE
	
	
	

	
	
	
	
	
	
	

	Community Development Officer, Ministry of Community Development & Cooperatives 
· Conducted community training on economic and social development, encouraged the same to participate in decision making related to said aspect.
· Organized community development association in areas where no such group exists. Lobbied and advocated various groups such as seniors, youth, minority and people with disabilities.
· Assisted in domains like health and welfare. Prepared application for grants and special money projects. 

· Administered strategic planning, event organizing, fund raising and project development.
· Developed network to local state and to national level institutions.


	Administrative Assistant, Enugu Electricity Distribution Company (EEDC)
· Performed management functions whilst supervising staff activities to ensure achievement of company’s administrative and general objectives.

· Evaluated systems methods and procedures to attain improved work process. 

· Provided effective and accurate record keeping of personal/material assets.
· Documented incoming and outgoing correspondences.

· Handled Customer Service. Directed smooth and adequate information interchange between company and customers.


	
	
	
	
	
	
	

	 
	
	
	IT SKILLS
	
	
	

	
	
	
	
	
	
	

	Proficient in MS Office Suite, E-mail & Internet applications


	
	
	
	
	
	
	

	 
	
	
	PERSONAL DETAILS
	
	
	

	
	
	
	
	
	
	

	Nationality
	:
	Nigerian

	Date of Birth
	:
	26th April 1982

	Visa Status
	:
	Visit Visa

	Languages
	:
	English


	
	
	
	
	
	
	

	 
	
	
	
	
	
	

	
	
	
	
	
	
	

	1. 


[image: image1.png]












Page 2 of 2

