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Otniel.336044@2freemail.com 
PERSONAL STATEMENT
An experienced Manager who is familiar with all the best HR practices and policies with more than 10 years experiences, and who knows how to effectively apply them in the workplace. I have first-hand experience of managing and developing HR teams which can positively enhance recruitment campaigns. One of my greatest strengths is being able to ensure that an organisation employs the right balance of staff in terms of skills and experience. On top of this i have excellent organisational skills, coupled with an ability to create at all levels of the HR organization a highly engaged workforce. On a more personal level i can engage with stakeholders from all backgrounds, this is something that allows me to quickly build up credibility with them. Right now im looking for a suitable position with a company that is looking to recruit talented managers who can get results.
AREA OF EXPERTISE
HR SKILLS

Developing the HR plans and policies in conjunction with the company’s over all development plan.
Overall responsibility of man power planning and recruitments.
Developing the induction programmes for the new recruits.
Working out the compensation plan and policies.
Conducting researches to study the current compensation trends in the market.
Developing and implementing the performance appraisal system for the company and co-ordinating it with other line managers.
Co-ordinating with finance department for processing of payments to employees.
Identifying the training needs, developing training programs to ensure constant learning and development of employees.
Establishing a proper organizational structure.
Developing and implementing disciplinary policies.
Developing and implementing employee welfare policies.
Developing the exit process for the employees.
Dealing with the final settlement of employees when they leave.
Maintaining good internal communication within the company.
Developing various reports for management which make it easy to make decisions regarding the current resources.
PERSONAL
Having an enthusiastic approach to completing tasks.
Treating all enquiries from employees in a polite, friendly and welcoming manner.
Able to work in settings where a high degree of discretion is required.
Ability to maintain composure and remain calm under pressure.
Ability to work positively with others.
Willingness to learn new skills.
Logical, passionate and determined when approaching problems.
CAREER HISTORY
CYNTERGY SERVICES LTD – Sunbury-On-Thames 
Human Resources manager – Oct 2009 - Present
Responsible for managing the entire HR.
Duties;
· Replying to job applicants in a professional manner.
· Advising senior managers on the legal risks of any HR decisions.
· Making sure that all shifts are fully staffed.
· Developing employee surveys and organising focus groups to gauge the mood of company staff.
· Rewarding employees for their performance, attitude and skills.
· Developing personnel policies and processes.
· Organising employee training programs.
· Promoting equality policies.
· Conducting employee exit interviews and getting feedback from staff who are about to leave the company.
· Keeping accurate employee records.
· Organising work flow so that the office runs at maximum efficiency.
· Identifying employees who need extra training that will teach them how to properly carry out their duties.
· Taking instructions from senior managers.
· Consulting with senior management regarding special issues.
· Managing employee benefit programs.
· Writing up adverts that will attract the best and brightest candidates.
· Having telephone interviews with job applicants.
· Having face to face interviews with job applicants.
· Making sure that employees are paid the correct amount and on time.
· Carrying out routine administrative and clerical duties.
· Ensuring that all HR staff handle employee personal data in a professional and confidential manner.
ACHIEVEMENTS
· Merged four existing benefit plans into one corporate flexible benefit plan with £78,000 in annual savings while enhancing benefits to all employees. 
· Re-engineered HR organization: streamlined infrastructure and transitioned operations to shared services center in London.
· Led a company-wide culture change process resulting in a shift in competitive mindset from regulatory to non-regulatory.
· Driving setup of an HR organization for supporting business growth in Cyntergy Services Ltd (growing from 200 to 600 employees over three years).
· Initiated revision of outdated employee handbook and developed 15 HR policies and procedures.
RUMOS IT SERVICES – Sept 2005 – Aug 2009 
HR ASSITANT 

Assisting the HR Manager with any given Human Resources matters, and for providing an effective and comprehensive support service to employees of the company.
Duties;
· In charge of drafting contractual letters, organising office events and dealing with staff requests for annual leave.
· Deciding on a recruitment campaign start and closing dates.
· Contacting job applicants and inviting them to interviews.
· Managing job application forms and letters.
· Carrying out reviews of employee performance.
· Making changes to employee records.
· Producing references for ex-employees who have requested them.
· Ensuring the integrity of the HR database.
· Completing the paperwork when an employee goes on Maternity and Paternity leave.
· Processing any direct and also speculative job applications.
· Conducting background checks on prospective new employees.
ACADEMIC QUALIFICATIONS
Universidade Nova de Lisboa - Portugal
Sept 2000 – Jun 2005
Bachelor on Business Administration 

PROFESSIONAL TRAINING
Managing Personal Performance


Dec 2005
Employee Relationship



Jan 2007
Payroll Management



Oct 2008
Managing Conflict in the Workplace

Nov 2009
Health & Safety Level 3 – IOSH Managing Safely
Mar 2010





Influencing Through Personal Communication
Apr 2012
SHRM Body of Competency & Knowledge

Jan 2015 – Feb 2015
CIPD Level 3




Nov 2016

LANGUAGES
Level: Basic – Intermediate – Advanced – Mother Tongue
Portuguese
Mother Tongue
English

Advanced
French

Basic
Spanish

Basic
HUBBIES
Music, Football, Basketball, Reading.
Reference available upon request

