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FRITZ 

HR POLICIES & PROCEDURES – RECRUITMENT & MANPOWER PLANNING - ADMINISTRATION–CUSTOMER SERVICE
CAREER OBJECTIVE
An adaptable, resourceful and enthusiastic HR & Administrativeprofessional with a successful career of more than 4years’ experiencein the fields of HR, and Administration. Possess reputation as a self-directed professional with proven background of high performance and exceeding expectations with high productivity and quality standards.
Eager to pursue more fruitful years of my careerin HR and Administration  where my strong work ethics and practical experience will be fully utilized towards supporting the objectives of the organization with opportunities for further professional growth and career advancement.

	AREA OF EXPERTISE


KEY COMPETENCIES
PROFESSIONAL 

EXPERIENCE

Assistant administrative and Personnel Manager 
Human Resource Assistant 
Human Resource Intern 

EDUCATIONAL HISTORY 

PROFESSIONAL CERTIFICATES &TRAINING 

SEMINARS & PROJECTS


EXTRA-CURRICULAR ACTIVITIES


IT SKILLS

PERSONAL PROFILE


	Proven expertise and knowledge in all facets of HR and administrative workincluding policy and procedure development and compliance, recruiting and hiring practices, personnel development, retention approaches, legal compliance issues, managerial support, labor relations and negotiations etc.

In-depth understanding of customer service, supporting business enhancements that enable individuals and organizations to improve the quality and productivity. Good efficiency and knowledge in employing best business practices to ensure that the services and processes supporting the organization go on smoothly.


Possessing a versatile administrative support, able to oversee the day-to-day running of the department or workplace and provide support to executives and departments. Well-versed with collaborating with management and departmental heads, giving efficient and professionalAdministration services to colleagues, managers, and executives to facilitate the efficient operation of the business.
Articulate and proactive, combines a professional and confident approach with excellent interpersonal skills as well as good public relation skills.Can cultivate key relationships and communicate concisely at all levels while maintaining high ethical and quality standards, professional demeanor, and a cooperative attitude


Able to work well both independently and as part of a productive team, demonstrating the motivation and multi-tasking abilities required to meet demanding deadlines while maintaining the highest of standards.Comfortable working in environment of change, challenge, flexibility, multiple deadlines and priorities.

A people-oriented individual with a happy disposition in life; can work well with different people from all levels, cultures, backgrounds and social classes.

 HR Generalist                      Accountability and Managerial skills
Employee Relations                                   Complaint Handling & Dispute Resolution

Payroll system                       Public relation.
Good    AdministrationDepartmental Support

Enthusiasm To Learn Excellent communication and interpersonal Well vest with UAE Labour lawsGreat leadership and organizing skills
professional University Buea, Cameroon   Mar 2015 - Mar 2016
Responsibilities:
Successfully Planning, organizing and coordinating administrative work and employee relations affairs.
Worked closely with the customer service departments to see that employer’s main objective is to have at the back of their minds that the customer is the king.

Actively involved in organizing employee social and team building events.

Ensuring that any promotions, transfers and pay rises take effect as planned.

Created a team which successfully came up with an excellent hospitality plan.
Achieved great success in the set up and maintenance of databases and confidential information’s.

Receiving guests, investors and partner schools.

Sourcing out suitable candidates from database/jobsites/or through liaison with recruitment agencies. 

Kept records of activities, management meetings and documentations..

Developing and improving existing HR procedures and processes.

Effectively dealing and advising on disciplinary and grievance procedures.

Writing the terms of employment and contracts for new employees.


Buea Municipal CouncilBuea, Cameroon                        Feb 2012 - Nov 2014
Responsibilities:

Heading HR functions in the council covering the entire Buea municipal region Ensured the availability of required resources to carry out all administrative and employee related tasks.

Communicated all promotions, appraisals and ensuring employee files include all information as required.

Assisting the HR Manager in handling questions, managing timekeeping and helping resolve attendance-related problems for employees.

Assisting the HR Manager in coordinating issues related to employee’s benefits, over-time, compensations, and deductions.

Preparing monthly reports on all employee related activities and issues.


Cameroon National Oil Refinery(SO.NA.RA) Limbe, Cameroon Jan 2011 - Feb 2012
Responsibilities:
Creating files for, and giving serial numbers to new employees.

Supporting daily operations of the HR department with special attention to the recruitment process(candidate sourcing, conducting phone interviews, coordinating on-site interviews), new hire process, and HR documentation.

Maintaining and updating employee files and documentation.

Accurately preparing HR reports and analysis.

Ensuring maintenance of confidentiality and professionalism when dealing with sensitive and confidential information.


BSc inHuman Resource Management and Employment Relations2011 - 2015
Catholic University Institute ofBuea/south west region, Cameroon

Advanced Level GCE Certificate2009-2011
Kulu Memorial Comprehensive High School, Limbe, Cameroon 

Ordinary Level GCE Certificate 2004-2009

Christ the King College, Tiko, Cameroon
Business Plan Certificate                                                                                                2014
CeriEnterprise Development Market


Business plan challenge                                                                                          1 month
Catholic University Institute of Buea


Certificate in Microsoft office    2 months
ROLLA Computer Institute, Dubai.

Seminar on leadership
Project on the impact of attraction and retention in an organization: Case study SONARA.


Bronze medal winner  in Cameroonian inter-university sports championship

Member of university football and athletic team
Holder of sports delegate position at university


Advanced knowledge of Windows & Office tools(Excel, Power point ,word)
Internet, Email.

Date of Birth
:
19-02-1991
Nationality 

:
Cameroonian
Gender   

:
Male

Marital Status

:
Single
Languages

:
English, French(speak and write fluently)


:
Creole(speak fluently)

Hobbies                    
:
Sports (football, athletics, basketball, handball)

Visa Status              
:
Visit Visa – 3 months
Preferred Locations
:
UAE
Reference

:
Available upon request
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