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	Profile
I am an Executive Assistant/ Human Resource Generalist, and an ISO 9001:2015 QMS Auditor with a flair for documentation, coordination, recruitment and people management. I am seeking to add value in a leading organisation.


Contact
PHONE:
07059025556

ADDRESS:
9 Rasaq Kadiri street Onosa, Ajah. Lagos

EMAIL:
Vivian.omughelli@yahoo.com
	
	EDUCATION
Holy Child College South west Ikoyi. Lagos
September 1996 - July 2002
Secondary School Leaving Certificate


Houdegbe North America University. Republic of Benin
2007 - 2019
B.A International Relations

WORK EXPERIENCE
Offshore Dimensions Limited 
Human Resource Generalist/ Executive Assistant
06/2019–Present
· Participate in developing organizational HR guidelines and policies. 
· Promote HR programs to create an efficient and conflict-free workplace.
· 
· Recruits, interviews, and facilitates the hiring of qualified job applicants for open positions; collaborates with departmental managers to understand skills and competencies required for openings.
· Conducts employee onboarding and help organize training & development initiatives
· Conducts background checks and employee eligibility verifications.
· Maintain employee files and records in electronic and paper form.
· Provide support and answers to employees in various HR-related topics such as leaves and compensation and resolve any issues that may arise.
· Performs routine tasks required to administer and execute human resource programs including but not limited to compensation, benefits, and leave; disciplinary matters; disputes and investigations; performance and talent management; productivity, recognition, and morale; occupational health and safety; and training and development.
· Attends and participates in employee disciplinary meetings, terminations, and investigations
· Maintains compliance with federal, state, and local employment laws and regulations, and recommended best practices; reviews policies and practices to maintain compliance
· Coaching and mentoring
· Handling correspondence directed to the CEO.
· Arranged travel plans and booking of accommodation. 
· Managed Schedules and deadlines
· Building a valuable team.
· Diary and time management. 
· Booking appointments
· Internal Communications

Aymie Staffing Solutions 
HR Generalist
June 2018–May 2019

· Recruits, interviews, and facilitates the hiring of qualified job applicants.
· Conduct employee onboarding and help organize training.
· Conducted background checks and employee eligibility verifications.
· Maintain employee files and records in electronic and paper form.
· Designed and implemented office policies by establishing standards and procedures.
· Researched the market and identified new business opportunities. 
· Coaching and mentoring.
· Participated in industry forums, client discussions, and conferences as a representative of the organization.
· Organize quarterly and annual employee performance review.


Genevieve Magazine  
HR Assistant/ Executive Assistant
July 2012–February 2018
· Diary and time management. Booking appointments.
· Handling correspondence directed to the CEO. 
· Taking minutes and writing them up subsequently.
· Arranged travel plans and booking of accommodation.
· Managed Schedules and deadlines.
· Write Proposals and letters.
· Research and writing of articles.
· Carried out recruitment exercise and general staff welfare. Consulted with employee to identify needs
· Assisted in the registration and orientation of new staff members Organized and coordinated events and other projects from start to finish. Secured and liaised with vendors.
· Drafted and managed budget for events. Assisted in photoshoots.
· Acting as the point of contact between the executives and internal or external colleagues.
· Ensured that production deadlines are met and clients are satisfied with products.
· Maintained documentation of all participants in meetings, web conferences, trainings, and any other project activities.
· Collaborated with internal team and maintained open communication with senior management.
· Carried out any other assigned duties.

National Youth Service  
Research Assistant 
April 2011–February 2012
· Organised and presented seminars.
· Researched and followed up on crisis in Africa.
· Preformed various editorial duties; wrote, reviewed and edited materials for publications.
· Prepared publication schedules
· Ordered books and other publications
· Carried out administrative duties

Skills

· Documentation skills
· Staff Recruitment & Retention
· Employee Relations
· Dispute Resolution
· HR Policies & Procedures
· Orientation & Onboarding
· Training & Development
· Performance Management
· Organizational Development
· MS Office
PROFESSIONAL QULIFICATION
· Google digital skills for Africa.
· Customer relationship management by Alison. Executive Assistant skills by Alison.
· ISO 9001:2015 QMS Auditor.
· SPHRI in view.

ACHIEVEMENTS
· Successful planning and coordination of the Genevieve Morning Dew Reading 2013, The Genevieve Pink Ball 2014, The Genevieve Gatherings 2015, The Genevieve Beauty Awards 2016, Life’s Lessons with Betty Irabor 2017 and Media Host Betty Irabor 2017.
· Radio Nigeria commentary on ‘The Somalia Crises’ 2011.
· ACADEMIC PUBLICATIONS:  Nna-Emeka Okereke and V. Eloho Omughelli, “Financing the Boko Haram: Some Informed Projections” African Journal for the Prevention and Combating of Terrorism, vol 2 No 1, December 2011.
· Successful managed a project (book Launch) ‘The Magic of Moments’.
· Turned potential clients to actual clients.
· Increased employee motivation 
· Successfully managed onboarding and on the job training of staff.
· [bookmark: _GoBack]Implemented E-learning program, which resulted in employee professional development.
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