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A hard working, adaptable and experienced HR Assistant, with over five years’ experience in this role, carrying out the full range of HR responsibilities and passionate about the overall interest and wellbeing of staff.  With an enthusiasm to help colleagues and employees, happy to work within tight deadlines to gather information and solve in some cases extremely challenging issues.  Always working in accordance with work-plans, I am able to work well within a successful and productive team as well as using my own initiative.  Able to cope extremely well under pressure, prioritising workloads and demonstrating problem solving skills, even when put ‘on the spot’.  Excellent communication skills, written and verbal, able to interact well at all levels.  Willing to continue my development in this exciting role.

Seeking a challenging role, where my existing skills and qualifications will add value from the outset, whilst I continue to further develop my skills and knowledge in this field.
                                                                    EDUCATION
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Master’s degrees in Business Administrations emphasis in Human resource Management 
  Studies at Skyline University College. UAE 2015(GPAC 3.5 on scale of 4)
Post Graduate Diploma in Communication and information technology
  Studies at University of Ilorin, Kwara state. Nigeria 2010
Bachelor degree in Statistics 
  Studies at University 0f Ilorin, Kwara state .Nigeria2007
                                                    TRAININGS & CERTIFICATIONS 
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SEMP Human Resource Management (HRM)    
Studied at Metropolitan School of Business & Management uk. 2015 (in view)
 COMPUTER SERVICE & INFORMATION TECHNOLOGY    (DIPLOMA CERTIFICATE) Studies at UNIVERSITY OF ILORIN Kwara State. Nigeria       2008
                                                      CAREER OVERVIEW
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                                                           COMPETENCIES 
[image: image7.png]



· Communication skills – an exceptional listener and communicator who effectively conveys information verbally and in writing; a fluent speaker of three foreign languages: English, French and Romanian; 
· Negotiation skills - my goal is to find an acceptable middle ground so that  the two parties will be satisfied with the outcome; 
· Organization -  highly developed organizational and time management skills; 
· Multitasking - flexible team-player who thrives in environments requiring ability to effectively prioritize and juggle multiple concurrent projects; 
· Demonstrated talent for identifying, scrutinizing and improving complex work process through highly analytical thinking and analysis; 
· Conflict management skilled and problem solving individual – proven relationship builder with unsurpassed Interpersonal skills put to work to solve any arising conflicts; 
· Discrete and ethical- excellent knowledge of confidentiality practices; 
· Computer literate performer with extensive software proficiency covering a wide variety of applications. 
                                                                        WORK HISTORY
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Employer: Green Diamond trading FZE 
Industry: Import and Export                                      
               July 20 2015 To date

                                                                           Human resources
         •Responsible for responding to and acting upon any concern from members of staff 
         • Liaising with other members of staff when required to find the best possible solution
          Experience dealing with extremely personal information and aware of the procedures for recording confidential     information
         •Inputting at meetings both internal and external, promoting good business practice
         • Liaising with colleagues; managers and external organization re HR issues (pension/pay)
         • Helping staff understand their rights as an employee
         • The first point of contact, dealing with enquiries face to face and over the telephone
         •  Leading staff recruitment, interviews and induction periods
Employer: HCL info system MEA
Industry: IT

           June 16 2015 To July 20 2015                                                               

Human resources
              Common Key Deliverables: 
·  Structured and implemented innovative policies on strategic HR and change management; designed HR        solutions for organization based on business needs; monitored effectiveness of HR initiatives and the achievements; 
· Resourced both internal and external manpower; wrote job descriptions, evaluated the skills required, identified the possible sources, recruited the best candidates, negotiated & fitted them into the system ensuring as well cultural fit with the organization; 
· Identified training needs through needs analysis; designed and delivered training modules for different levels based on Needs Assessment Survey; maintained the training database; 
· Formulated & implemented incentive& other remuneration policies; administered salary negotiations, payroll system, various benefits & long term plans for employees; 
Contributions: 
· Introduced personnel database creation for streamlining HR operations and made tracking the progress of employees an easy task; 
· Contributed to the development of  the Human Resources operational procedures  manual; 
· Improved the communication between the different offices of the Mission located in different regions of the country by organizing regular Skype meetings and visiting the respective offices every few months; 
· Introduced an induction training concept for all new comers in the organization;
  Employer:  Continental view choice travel ltd   
 Industry: Travel and tourism 

               March 30 2014 To June 2 2015                                                                   

Human resource manager
          Contributions: 
· Accountable for the follow-up of financial databases and preparation of financial documents such   as the budget and payment requests, pro-forma invoices for different payments 
· Assisted with the preparation of financial documents related to official partners for best deals( drafting, evaluation and selection reports ); 
· Coordinated visits and courses of Partner representatives according to the training yearly planning offering them both administrative and logistic support (accommodation, flights, visa); Provided training, guidance and policy direction to new comers; 
· Prepared missions and internal/external training for staff dealing with travel and hotel reservations, route planning, expense and reimbursement claims. 
                                                                 Additional information
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I am proficient in the use of Microsoft packages e.g. words, excel and power Point 
                                                                           Interest 
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Travelling, studying, keeping fit and following political trends at the global Scene
                                                            PERSONAL INFORMATION 
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            Date of Birth: 
                    13th April 1982 
            Linguistic Proficiency: 
Yoruba (Native), English (Fluent),
            Driving License:  
              Valid International 
             Nationality: 

Nigerian
             Status:                                  Married
