ORJI BLESSING’S RESUME
Contacts: 110, Palace way, Iyana-oworo, Lagos 08067767526 nkembaby79@yahoo.com; eacsdon@gmail.com

Profile: I am passionate about people, behavioural patterns, learning, progress, and any other things that makes us exist. I am a thorough person, yet I believe that there are always different and better ways to do things, so I strive to improve myself at every opportunity. I love diligent, discipline and straight- forward people because I am one. I love challenges because they are opportunity in disguise; I want to be part of a solution and not part of the problem. I strive to leave positive impacts with whoever I meet or wherever I find myself; I want to be seen as someone that adds value to people and impacts situations positively, this is my own definition of success, and I want to be successful.

My Skills
	HR Strategy management
Change Management
HR Business Management Consulting
Expatriate Management
	Training & Development
Executive Resourcing
Employee Relations Management
Recruitment and Placement 
Leadership Development
	Dispute Management & Resolution
HR Research and strategy development
Contract Management 



Experience
2019–Till date
Role: HR Generalist • LN Outsourcing Limited
Job Summary
Business management
· Attend business meetings, contract service evaluation and review
· Build brand credibility with clients by providing advice and guidance on HR or broader business issues
· Ensure all contractual agreements are carried out timely.
Recruitment and Selection:
· [bookmark: _GoBack]Local - Support the recruitment process by posting ads, screening and shortlisting and coordinating interview sessions. 
· Expatriates – Negotiation of contract terms with the candidate, contract signing, initiate visa processing with home country embassy and ensure appropriate delivery of entry visa documents.
· Coordinate the On-boarding and Orientation process for new hires.
· Carry out employee reference checks, guarantors and manage the confirmation process for non-management hires.
Training and Development:
· Meet with clients to discuss training plans and needs of staff.
· Coordination of on-site and in-house learning and development programs for employees on a regular basis, and ensure full attendance of both trainees and facilitators.
· Evaluate training impact on attendees.
Payroll Administration:
· Support in the preparation of monthly payroll and other statutory reports.
· Liaises with Insurance partners, HMO, Statutory agencies and other service providers to ensure efficient delivery of services in line with service level agreements (SLAs).
· Oversee the administration of the company’s pension schemes.
Performance Management:
· Support the performance appraisal process and educating employees on the value and use for the benefit of all. Collate results for management review meetings.
· Review performance to determine needs of units appraised.
Employee Relations:
· Provide support for the implementation of HR initiatives and systems.
· Maintain the HRIS and ERP platforms while ensuring that employee personal information, salary and benefits (such as welfare, pension, medicals, etc.) are updated per time.
· Responsible for maintaining contract timelines and work permits renewals for expatriates.
· Maintain sound industrial regulations, staff disciplinary guide and grievance mitigating procedures.
· Supervise the administration of work attendance for employees and payroll input.
Other Activities
· Expatriate resource management, visa applications, Immigration liaison, work permit process (Cerpac Cards), entry and exit recruitment flow.
· Oversee the company’s Human Resources, Administration/Corporate Affairs activities
· Prepare and update the company’s Organizational Chart.
· Account/Partnership management, contractual implementation and customer retention.
· Liaise with unit heads in identifying and assessing training needs for the company on a continuous basis.
· Recommend and implement, upon approval a system of promotion, transfers and other similar rules and regulation.
· Manage the set-up and day to day delivery of office management; vendor and supplier relationships to meet operational needs.
Achievements
· Expatriates - successfully managed, increased the number of expatriates by over 400% and this in turn increased our revenue base. 
· Successfully trained resources in best practices and effective communication, Customer/client service management, Environment Health and Safety (EHS) compliance, strategic planning and development.
· Contributed to the improvement of managerial performance 31% and implemented a reward system which helped increase employee engagement.
· Successfully managed multiple accounts, partners and vendors appropriately achieving 95% retention.
  
2017– 2019
Role: HR Recruiter • LN Outsourcing Limited (Lightning Networks Limited)
Job Summary
Application and compliance with HR policies and procedures
Conduct all head hunting/recruitment activities end to end (develop job descriptions and person specifications according to project need, preparing job adverts, shortlisting, interviewing and selecting placement and onboarding of prospective candidates) for locals and expatriates.
Expatriate resource management, visa applications, Immigration liaison, work permit process (Cerpac Cards), entry and exit recruitment flow.
 Coordinating, planning, designing work training and development programs with departments and clients as required.
Advising on compensation and other remuneration issues, including employee promotion and benefits
Conduct the employee performance evaluation, appraise and identify training need.
Coordinates the induction process of new employees into the projects and departments, ensuring comfortable entry and workflow, introducing a buddy system if necessary.
Handle employee grievances and violations, applying disciplinary actions according to policies and processes when required.
Manage Recruitment profile on Linkedin.com and other recruitment platforms.
Research new trends in HR trends, to increase growth and developmental practices in the company, seek management review, approval and application to achieve set goals.


2016– 2017
Role: HR Resource Personnel • Lightning Networks Limited
Job Summary
· Ensure the all HR operations are carried out efficiently and effectively
· Coordinate background checks are carried out on all candidates for recruitment
· Provide counseling and support on policies and procedures
· Prepare job descriptions, job posting and promotion and hiring analytics
· Conduct employee performance evaluation and identify training need
· Create, implement and manage onboarding plans
· Manage the filing, storage and security of all employee documents
· Coordinates office services, such as personnel, budget, and records management control
· Assists effectively in resolving disputes/conflict resolution
· Coordinate all support personnel; ensuring all daily maintenance activities are carried out
· Handle employee grievances and violations, applying disciplinary actions according to policies and processes when required
· Completes supporting paperwork and data entry as required in recruitment process
· Ensure compliance with labour laws and regulations

2013– 2016
Role: Executive Assistant • Empretec Nigeria Foundation
Job Summary
· Managing the day-to-day operations of the office
· Organizing and maintaining files and records
· Managing, Planning and scheduling meetings and appointments for the chairman
· Managing preparation for projects, events, trainings and assist in conducting research
· Organizing, preparing and editing correspondence, reports, and presentations for scheduled events
· Making travel and guest arrangements for the chairman 
· Perform Internal Resource management activities, budget audit and payroll management.
· Providing value information to the internal and external environ on NGO activities
· Perform other administrative/secretarial functions.
· Evaluation and development of  NGO programs

Qualification/Certification:
· 2020- Chartered Institute of Personnel Management (CIPM) PE1 level.
· 2014- Advanced Human Resource Management – International Professional Management Training Academy (IPMTA).
· 2009- Bachelors in Science (B.Sc.) in Business Administration. University of Ado-Ekiti,                                                                            Ekiti state.
· 2007- Nigerian Institute of Management (NIM) – Member
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