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                                                                                                                                                                                                                                     CURRICULUM VITAE 
  
HR ASSISTANT           

GBENGA 

Visa Status: visitor’s Visa

Availability: Immediately

Nationality: Nigerian

Marital Status: Married
Email:
gbenga.370994@2freemail.com  
CAREER OBJECTIVE

To pursue a demanding human resources career where I can make use of my extensive experience in the field to handle staff recruitment, training and motivation, increasing the overall effectiveness of the company’s workforce and productivity while gaining further experience
PROFILE SUMMARY

I am a competent and organized individual who is able to work as part of a team and manage several priorities at any given time; also, I am an analytically minded HR professional who is available to start work immediately. I have an aptitude for administrative/clerical work, and boast a long record of delivering effective results, and meeting tight deadlines. I can not only work successfully in a demanding environment, but also meet the changing demands of any job. I have a natural interest in the way people work, and possess an excellent work performance and attendance record over the years. I am a self-motivated individual who has a vast array of valuable transferable skills that will be immediately beneficial to any employer. I would like to work for a friendly and exciting company that is looking for a HR professional who can reflect their values of excellence & quality.

KEY COMPETENCIES AND SKILLS
Human Resources and Administration 

( Resolving typical and common hiring problems

. ( Negotiating with candidates, employers and related third parties

( Developing procedures, policies & standards for recruitment

( Writing up contracts, including terms and conditions. 

( Tactfully resolving disputes between different parties. 

( Handling all confidential information in a professional manner

 ( Knowledge of specialist HR software and automated systems

( Having in depth conversations with people over the phone & face to face

Professional 

( Working in fast paced, high transaction volume environment

( Ability to organise & prioritise workload within any setting

( Knowledge of monitoring progress in a employees career

( Completing all tasks in a timely, organized and professional manner

( Ability to communicate effectively in English, both orally and in writing

( Maintaining all HR paperwork to ensure compliance with relevant legislation

( Able to work on multiple projects simultaneously

Personal 

( Able to work closely with other professionals as part of a team

( Strong influencing and communication skills

 ( Ability to pick up new skills and knowledge quickly

( Can function in a fast-paced environment

 ( Comfortable with being the ‘go to’ person in a company

 ( Thinking laterally to create options and solutions

 ( Positive ‘can do’ attitude towards work

PROFESSIONAL EXPERIENCE 

NEM Insurance, Human Resource Department, Lagos, Nigeria – Febrary 2016-March 2017(Human Resource Officer)

Was responsible for providing a first class proactive administrative HR support service to colleagues in the Human Resource department, Also involved in providing assistance in the recruitment and hiring process.
( Arranged pre-employment medical examinations

 ( Processed payroll information in a accurate and timely manner

 ( Updated and maintained staff bulletin boards & newsletter

( Filed electronic and hard copy documents

 ( Monitored the HR departments general expenditure

( Handled all employee for time off requests and grievances

( Sent out relevant contractual information

( Followed up on all outstanding issues

( Escalated operational issues to senior management

 ( Analyzed complex data and documentation

 ( Prepared high quality paperwork and documentation

( Made travel arrangements & organised accommodation for senior managers

Administrative Assistant, RYT Concept, Accra Ghana
   



                              May 2009-June 2011

Responsible for the full employee life cycle from recruitment, induction to exit, and for providing full administrative support to the HR Managers and Officers, Also involved in the day to day-to-day running of the HR office.
 ( Ensuring the department complies with all recruitment Policies, Laws, and Regulations.

 ( Writing up professional job adverts.

 ( Putting together new employee starter packs.

 ( Setting up, monitoring and then tracking employee probationary periods. 

( Carrying out background and reference checks on prospective employees
 ( Acting as the first point of contact for anyone enquiring about a vacancy
 ( Maintenance of the HR records and systems
( Keeping track of any employee anniversaries and awards they are due. 

( Developing reports for senior HR Officers on staff sick leave, absences and holiday leave. 

( Screening phone calls, emails, letters and personal visits 

( Providing professional advisory support to company employees 

( Interpreting and clarifying the companies HR policies & practices

HR Officer, GNLD Accra Ghana  






                  June 2007-february 2008

· Contributed to team effort to accomplish target goals

· Kept management informed by submitting activity and performance appraisal
· Planned and organized daily work schedule to call on existing  outlets
· Assisted with the day to day operations of the HR Admin department 

· Served as first point of contact for all general HR enquiries, administration and correspondence 

· Maintained an electronic database for all employee records 

ACADEMIC QUALIFICATIONS 

University of Ghana, Legon, Accra, Ghana





                  2011-2014
      BSc Business Administration, major in Human resources management

University of Ghana, Legon, Accra, Ghana
2006-2007         Diploma in Human resources management



Anglican Grammar School, Ilorin, Kwara State





                  1999-2005        (WAEC)



INTERESTS

Travelling, Reading, cooking, sport
References: Will be furnished on request
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