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PROFESSIONAL SUMMARY
Strategic HR Professional with more than two years of experience in Human Resources Management with a strong expertise in recruitment, onboarding management, payroll management, performance management, training, employee relations, HR policies and procedures, third party management, research and development, organizational management and HR Administration which cut across financial service, management consulting, manufacturing and hospitality sectors in Nigeria. Committed to enabling the development of strategies and management initiatives by focusing the Business, structures and strategies, culture, organization’s people competencies and organization change and development.
AREA OF EXPERTISE 


Talent Acquisition                    HR Management             HR Operations/Administration     Effective Communication
Onboarding Management       Leadership                        HR Policies and Procedures             IT Proficient
Payroll Management                Strategic Planning           Leadership                                           Teamwork
Performance Management      HR Analytics                    Problem solutions                              Adaptability
Training and Development     Employee Relation         Project Management                       Research and Development

WORK EXPERIENCE 

 
HR Business Partner								July 2019 – Present
Mama Cass Restaurant
Key Achievements 
· Developed Human Resources strategies in line with the organizational strategies for the year.
· Supported Line management in driving implementation of set strategies.
· Developed policies and procedures as well as employee handbook according to best practices/law.
· Provided daily advice, interpretation, and support to departments regarding the application of human resources policies, guidelines, procedures, and best practices.
· Designed template for various HR activities.
· Prepared monthly Human Resources Analytics reports thereby advise Management on way for forward.
· Managed Payroll (inclusive of all remissions of statutory payments as at when due) and prepared staff pension schedules.
· Developed performance management process and structure within the company.
· Analyzed results from employee performance reviews and drew out training plans.
· Coordinated the development, delivery and evaluation of staff training programs.
· Provided advice, guidance and support to management and employees on employee relations matters.
· Coordinated and executed Human Resources processes including but not limited to on-boarding, confirmation, discipline, transfer and leavers.
· Ensured all vacancies are filled and recruitment of staff based on approval and in line with company policy.
· Designed orientation plan for new entrants of the company.
· Reviewed employees and candidates’ data and input the data into relevant HR databases.
· Processed staff confirmation and renewal of appointment letters as at when due.
· Resolved all employee relations issues (from on-boarding to staff exit).
· Collated report on new staff and ex-staff by locations and grades to generate staff list for the month. 
· Processed new staff for pre-employment medical test and managed security issues.
· Implemented disciplinary and grievance procedures as directed by Management
· Coordinated all personnel data for management and manpower planning.
· Reviewed staff data periodically to recommend promotion, salary review, discipline etc.
· Prepared monthly report, annual leave roaster and staff final entitlement.
· Implemented company’s staff medical policies, liaise with the company’s medical retainership hospitals/clinics on bills payments and any enquiries on medical bills.
· Liaised with vendors for a good negotiation for services rendering.

HR Analyst                                                 					September 2018 – June 2019         
P4PE Limited, Lagos  	 	 	 	 	 	 	 	 	 
Key Achievements 
· Developed recruitment checklist using using SLA/Mandate letter from the clients.
· Developed and updated job descriptions and Job specifications using client brief.
· Developed and drafted advert detailing job requirements and specification.
· Prepared job analysis to document job requirements and objectives.
· Prepared assessment or interviews using various reliable recruiting and selection tools or methods to filter candidates within schedule.
· Prepared assessment or interview questions and interview rating sheets.
· Provided analytical and well documented recruiting reports to the line manager.
· Formulated recruitment strategy and initiatives to drive organizational effectiveness.
· Coordinated and conducted all recruitment processes involving shortlist, interviews and assessment.
· Analyzed data on recruitment to make more informed hiring decisions. 
· Successfully conducted physical interviews for all recruitment processes. 
· Coordinated training needs assessment in order to address overall organizational capacity needs.  
· Coordinated the development, delivery and evaluation of training programs. 
· Administered on-line learning platform to trainees to aid easy understanding of key concepts. 
· Developed Human Resources strategies in line with the organizational strategies for the year. 
· Actively Supported Line management in driving implementation of set Human Resources strategies. 
· Provide advice, guidance and support to management and employees on employee relations matters. 
· Successfully coordinated and executed Human Resources processes including but not limited to on-boarding, confirmation, discipline, transfer and leavers. 
· Managed Payroll (inclusive of all remissions of statutory payments as at when due) and prepared staff pension schedules.
· Reviewed employees and candidates’ data and input the data into relevant HR databases. 

 Talent Acquisition Specialist                            					    January 2017 – August 2018                  
Open Consulting Limited, Lagos 
Key Achievements 
· Developed recruitment checklist using using SLA/Mandate letter from the clients.
· Developed and updated job descriptions and Job specifications using client brief.
· Developed and drafted advert detailing job requirements and specification.
· Prepared job analysis to document job requirements and objectives.
· Prepared assessment or interviews using various reliable recruiting and selection tools or methods to filter candidates within schedule.
· Prepared assessment or interview questions and interview rating sheets.
· Provided analytical and well documented recruiting reports to the line manager.
· Ensured only best fit candidates are placed to companies.
· Ensured that good understanding is maintained between clients and candidates.
· Ensured recruitment policies, procedures and techniques are adhered to.
· Proactively build a pool of highly competent candidates, reviewing and updating regularly.
· Ensured accurate data management of candidates participating in the assessment and testing.
· Sourced and attracted candidates by using job portals, internal referrals, social media platforms etc.
· Frequently update candidates on their applications via mail, phone call, or sms and follow up.
· Reviewed and shortlisted successful applicants from the applicant pool. 
· Conducted interviews (One-one, panel interviews etc.) for over 30 candidates. 
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  HR Officer	 	    	 	 	 	   	  		November 2015 – December 2016                   Yes Microfinance Bank 	 	 	 	 	 	 	  
Key Achievements 
· Ensured all vacancies are filled and recruitment of staff based on approval and in line with company policy.
· Designed orientation plan for new entrants of the company.
· Reviewed employees and candidates’ data and input the data into relevant HR databases.
· Executed Human Resources processes including but not limited to on-boarding, confirmation, discipline, transfer and leavers. 
· Prepared monthly salary in direct collaboration with payroll Officer.
· Prepared monthly Human Resources Analytics reports thereby advise Management on way for forward.
· Resolved all employee relations issues from on-boarding to staff exit and managed security issues.
· Implemented disciplinary and grievance procedures as directed by Management.
· Prepared annual leave roaster and implemented employee welfare scheme
· Implemented company’s staff medical policies, liaise with the company’s medical retainership hospitals/clinics on bills payments and any enquiries on medical bills.
· Ensure adequate management of facilities such as staff canteen, reception, meeting rooms.
EDUCATION 

B.Sc. in Business Administration, Second Class Upper 	 	 	                       January 2011 – July 2015                  
University of Lagos, Lagos 
OND. in Business Administration,  Distinction 					        January 2008 – May 2010                  
Wolex Polytechnic, Ogun
WAEC, A Sitting 								         January 2000- June 2006
Mandate Private College, Lagos 	 	 	 	 	      
PROFESSIONAL CERTIFICATES 

 
Professional in Human Resources International, In-View
Human Resource Certification Institute, United States.

Associate Member  								        
Chartered Institute of Personnel Management, Nigeria 					  
Associate Member  	 	 	 	 	 			                  
Institute of Strategic Management, Nigeria   						   
TRAININGS 

 
HR Analytics Workshop              						     February 2019 
P4PE Limited 
HR Skills Development  	 	 	 	 	 	 	      February 2019 
P4PE Limited  
Basic Project Management Skills  	 	 	 	 	 	      January 2019 
Amber Consult 

Internal Audit and Control in Microfinance  	 	 	 	 	    February 2018 
Lapo Microfinance Bank


