RESUME					      OFOLE HENRY (PHRi, ACIPM)
					84 AGO PALACE WAY OKOTA ISOLO LAGOS
							07038615311
						ndubuisihenry@ymail.com
PROFILE	A competent and organise individual who is able to work as part of a team and manage several priorities at any time. Henry has a positive attitude, strong work ethic, and a keen desire to learn and grow within a firm. He possesses superb communications skills, and always treats people with respect and according to their individual needs. As a dedicated professional he fully understands the importance of the HR department to any organisation, and therefore aims to make any office he works in as effective and efficient as possible. He has extensive experience of working in commercially focused organisations, and fully understands the pressures of achieving targets and accurately assessing job applicants according to their ability. Right now he would like to work for a friendly and exciting company that is looking for HR personnel who can reflect their values of excellence & quality.
OBJECTIVE	To work in a highly competitive environment as a team player where excellence is well rewarded.
BUSINESS SKILLS	
· Multi-Tasking Skills
· [bookmark: _GoBack]Critical Thinking
· Ability to work under pressure
· Sound communication skills
· Team spirit
· Strong work ethics skills
· Effective use of initiative
· Emotional Intelligence
PROFESSIONAL		
EXPERIENCES		(AUGUST 2017 –DATE)		
SIFAX GROUP
				DUTY:	HUMAN RESOURCES GENARALIST
· Identification of vacant position, advertise, shortlist for interview, interview, select applicant, recruit, conduct candidate reference and work history authentication along with background checks.
· Providing Job description and advertisement.
· Pensions and benefits administration.
· Looking after the health, safety and welfare of all employees.
· Plan and conduct new employee orientation to foster positive attitude toward organizational objectives.
· Organizing Staff training sessions and activities.
· Scheduling staff for work and put the schedule on Navision.
· Monitoring staff performance and attendance.
· Computing of staff overtime and sending it to audit for approval.
· Compiling leave schedule for all employees.
· Serve as a link between management and employees by handling questions, interpreting and administering contracts, and helping to resolve work-related problems.
· Conduct exit interviews to identify reasons for employee resignation.
· Query administration and management.
· Other duties assigned. 
(MAY 2015 – JUNE 2017)
UNION BANK PLC (HEAD OFFICE)
DUTY: HR ASSISTANT/ADMIN
· Write, place and update adverts in line with policies.
· Assembling applications from data bank to excel sheet, creating columns for qualifications and years of experience, filter and print out qualified candidate for interview.
· Inviting applicants for panel interview for the position they applied for via SMS and their e-mail address.
· Assisting with the recruitment process and facilitating interviews.
· Taking attendance of all invited candidates and their CVs’.
· Tracking internal audit staff recruitment form forward to ascertain vacant position.
· Understand and meet agreed KPIs.
· You will monitor responses to adverts and process applications efficiently. 
· Other duties assigned. 
(JUNE 2012 – APRIL 2014)	
ACCESS BANK PLC
				Ilupeju Branch and Mushin Branch
				DUTY:	CUSTOMER SERVICE
· Sending of customers’ statement of account to the customers’ e-mail address.
· Confirming of customers’ cheque.
· Confirming of customers’ cheque on the portal.
· Checking of the customers balance position.
· Receiving and forwarding import and export documents to Global Trade (Head Office) and to the company.
· Ensure that all documents received are time stamped.
· Print and present all document requiring approval and scan same to the receptive staff.
(JULY 2011 – JUNE 2012)	
NYSC at Comprehensive Secondary School Rumueme, Port Harcourt Rivers State.
					DUTY: Commerce and Business Studies Teacher.
EDUCATION				Nnamdi Azikiwe University Awka
					B.Sc. Business Education
					Bishop Onyemelukwe’s Secondary School Onitsha
					SSCE 
					Grace Land Primary School
					First School Leaving Certificate

PROFESSIONAL			Professional Human Resources International (PHRi)				
Chartered Institute of Personnel Management of Nigeria 
				CIPM
					Frontline Customer Service Professional.
			
REFEREES				Available on request.
					
											
