OLORUNSHOLA
OLORUNSHOLA.339077@2freemail.com  
PERSONAL DATA

Date of Birth: 19th Jan 1984                                
Status: Married 

State of Origin: Kwara state                                      
Gender: Male
                                                                                    OBJECTIVES

To obtain a challenging and responsible position within the Human Resources field that facilitates learning and provides strong communicational, organizational and analytical skills.





           QUALIFICATION 
2010-2011
University of Ibadan, Oyo State



Master of Industrial and Personnel Relations (MIPR)
 2006

University of Ilorin, Kwara State

Computer Services and Information Technology (COSMIT) Directorate.

Certificate in Data Processing and Management Information System.

2002-2006
University of Ilorin, Kwara State



B.Sc.  Sociology



Second Class Lower Division.






                           WORK EXPERIENCE
2015-TILL DATE
LEADWAY ASSURANCE COMPANY




LIFE OPERATIONS




KEY ACCOUNTABILITIES:

· Collection of cheques and issuing coupon for issuance of receipts

· Ensuring that the reimbursement payments from non-life are paid in on the necessary life schemes which includes liasing with internal control and accounts officers for necessary payment reconciliation.

· Collection of receipts issued, registering these receipts, preparation of letters for them and ensuring their dispatch to clients/brokers.

· Data Sorting on excel 

· Preparation of Correspondences (Letters, Memos) on alterations made on schemes.

·  Dealing with payments made on life schemes, settling of medical bill and also working on amendments or endorsements on life policies as requested by broker/clients.

· Registering of Debit/Credit notes issued out on every transaction   for reconciliation purposes.

· Raising payments vouchers for medical bills

· Other Duties as assigned
· Upload of mandate into NIBBSS application.

· Works with NIBBSS application on life fit application to ensure customers account are been debited on time.
2012-2015

LEADWAY ASSURANCE COMPANY




CUSTOMER SERVICE OFFICER
· Managing workplace safety issues.
· Conducting exit interviews for employees and recording them accordingly
· Keeping records of staff insurance and ensuring timely renewal
· Conducting first round of telephonic interview for the candidates to schedule interviews.
· Maintaining and regularly updating master database (personal file, personal database, etc.) of each employee
· Performs centralized or agency recruiting activities; prepares recruiting announcements or other information concerning job vacancies; interviews applicants and evaluates application forms; provides job counseling to prospective employees;
· Enter employee data into benefit management systems for new employees, employee address changes, status changes, deductions and benefit changes.
· Distribute required information to new employees. Create new employee files and verify that all required information has been received.
2011
 

RECKITT BENCKISER NIGERIA




HR PERSONNEL ASSISTANCE (INTERNSHIP)




Recruitment
· Work closely with the HRM and HRO to Support recruitments for individual roles.
· Responsible for ensuring the corporate website is up to date with current jobs.
· Co-ordinate interviews with recruitment agencies and direct applicants for hiring managers and HR.
Induction & Integration

· Initiate the new hire checklist and process in a timely manner
· Enter new starter information onto the relevant systems.
· Responsible for arranging induction sessions.
Payroll & HRIS System

· Collate and input relevant information relating to payroll on a monthly basis (i.e. new starters, leavers, benefits, and maternity/paternity pay and sickness absence).
· Process bi-monthly payroll for casual workers.
· Hand out pay slip each month.
Training

· Co-ordinate training carried out in-house, including sending out invitations, reserving and setting up rooms, organizing lunches and collating evaluation forms.

· Monitor and track training sessions for reporting purposes.
Leave
· Manage the leave system, including new starters and removing leavers.
Employee Communication

· Draft new starter offer letters and contracts.
· Draft employee letters in relation to any salary, bonus or benefit adjustment and update all relevant systems.
· Draft letters to employee leaving the business and calculate any outstanding holiday and benefits.
· Draft probation letters
General Administration

· Maintain employee and general files.

· Ensure appropriate security for all HR-related information

· Assist HR Manager and HR officer with ad hoc project and duties when required.

Business Support

· Meet with employees and line managers as per their request, escalating any issues to the HR managers or Hr officer.

· Maintain an awareness of HR best practice at all times.
2007 - 2008

WEMA BANK PLC Kano State Branch, NIGERIA
National Youth Service Corp (NYSC)

Job title: - Cashier, Customer Services Officer, Administrative

· Issuing bank Cheques.

· Operational Banking Transactions and Account Enquiries.

· Performing Assigned Internal and External Duties and Projects various arms the Bank.


· Proficient in the use of LIFE FIT, Sage Pastel Evolution, Sage Payroll, CRM, OPEN ERP.

· Effective use of micro-soft office. 

· Interpersonal and listening skills to resolve the issues of the customers.

· Hard working and should be highly self-impelled and directed, with sharp attention to detail.

· Approachability.

· Excellent Interpersonal and communication skills. 

· Ability to work with little or no supervision.
· Highly motivated and aggressive take on great responsibilities.

· Time management.
· Fast Paced Learn-ability.

· Ability to multi task.

· Integrity and trust
           WORKSHOP

Chartered Institute of Personnel Management of Nigeria

The Dynamics of Work Rules: Human Resources Challenges.

HOBBIES
Football, Traveling and Adventure, Meeting people 


               
          LANGUAGES
Strong Command of ENGLISH, YORUBA 
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SKILLS AQUIRED








