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Osunkoya     Oluyemisi   Susan

 

Objective & Motivation: To be part of a mission driven team with a passion for excellence.

	Personal Information

Sex: Female                                                                 Date Of Birth: 5th May 1973.

Nationality: Nigerian (Ogun State)                                 Marital Status: Single

	Education/Professional body
PROFESSIONAL BODY

2012: MEMBER SOCIETY FOR HUMAN RESOURCE MANAGEMENT (SHRM) (ID: 01455498)
2011: CIPM INTERMEDIATE II 
EDUCATION
2015-2017: University of Nicosia, MBA (Human Resources) in-view

1999: Olabisi Onabanjo University Ago-Iwoye, B. Sc Economics 

1988: West African School Certificate, Reagan Memorial Baptist Girls Secondary School Yaba



	Career History

TLD Global Services Limited, 57a, Ilupeju Lagos. (October 2013-till date)
Head, HR
· Maintains the work structure by updating job requirements and job descriptions for all positions.

· Maintains organization staff by establishing a recruiting, testing, and interviewing program; counseling managers on candidate selection; conducting and analyzing exit interviews; recommending changes.

· Prepares employees for assignments by establishing and conducting orientation and training programs.

· Maintains a pay plan by conducting periodic pay surveys; scheduling and conducting job evaluations; preparing pay budgets; monitoring and scheduling individual pay actions; recommending, planning, and implementing pay structure revisions.

· Ensures planning, monitoring, and appraisal of employee work results by training managers to coach and discipline employees; scheduling management conferences with employees; hearing and resolving employee grievances; counseling employees and supervisors.

· Maintains employee benefits programs and informs employees of benefits by studying and assessing benefit needs and trends; recommending benefit programs to management; directing the processing of benefit claims; obtaining and evaluating benefit contract bids; awarding benefit contracts; designing and conducting educational programs on benefit programs.

· Ensures legal compliance by monitoring and implementing applicable human resource federal and state requirements; conducting investigations; maintaining records; representing the organization at hearings.
· Maintains management guidelines by preparing, updating, and recommending human resource policies and procedures.

· Maintains historical human resource records by designing a filing and retrieval system; keeping past and current records.

· Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies.

· Completes human resource operational requirements by scheduling and assigning employees; following up on work results.

· Maintains human resource staff by recruiting, selecting, orienting, and training employees.

· Maintains human resource staff job results by counseling and disciplining employees; planning, monitoring, and appraising job results.

· Contributes to team effort by accomplishing related results as needed.

Redcare Health Services Limited, Ilupeju Lagos. (March 2012-October 2013)

Head, HR-Admin
· Handling of employee database/Work Force Planning

· Identify staff vacancies and recruit, interview and select applicants in a timely manner.
· Allocate human resources, ensuring appropriate matches between staff and job role.
· Plan and conduct new employee orientation to foster positive attitude toward organizational objectives.
· Oversee the evaluation, classification and rating of occupations and job positions.
· Responsible for the establishment of Employment law - working conditions, disciplinary and grievance procedures, equal opportunities, redundancies, and maternity rights 

· Conduct exit interviews to identify reasons for employee resignation.
· Prepare personnel forecast to plan employment needs.
· Regularly populate the CV bank with CV’s of bright employable candidates.
· Policy Development: 
· Documentation - writing staff handbooks, contracts, staff memos, and issuing written offers of employment, promotion etc
· Monitoring how the staff accomplishes company goals by communicating job expectations; planning, monitoring, and appraising job results; coaching, counseling, and disciplining employees; initiating, coordinating, and enforcing systems, policies, and procedures
· Provide current and prospective employees with information about policies, working conditions, wages, and opportunities for promotion and employee benefits.
· Serve as a link between management and employees by handling questions, interpreting and administering contracts and helping resolve work-related problems
· Compensation and Benefit
· Analyze and modify compensation and benefits policies with periodic salary reviews - researching salaries and ensuring they are in line with legal requirements and industry standards 

· Prepare and follow-up budgets for staff operations

· Working on the payroll monthly, making sure the calculation is accurate and it is in compliance with relevant labour and tax law. 
· Training and Development:

· Putting together staff training programme and identifying suitable courses for staff. 

· Analyze training needs to design employee development.
· Performance Appraisal: 

· Monitoring and scheduling of managers quarterly appraisal and non-managers yearly appraisal.

· Monitoring and scheduling of the 3 months pre-confirmation appraisal for new staff.

· Guiding, Directing, and Motivating Subordinates -- Providing guidance and direction to subordinates, including setting performance standards and monitoring performance.
Developing and Building Teams -- Encouraging and building mutual trust, respect, and cooperation among team members
· Organize and constantly monitoring the evaluation and performance appraisal system. 
· Establishing and Maintaining Interpersonal Relationships -- Developing constructive and cooperative working relationships with others, and maintaining them over time.
· Coaching and Developing Others -- Identifying the developmental needs of others and coaching, mentoring, or otherwise helping others to improve their knowledge or skills.
· Involved with strategic plan for the company
· ADMINISTRATIVE DUTY

· Giving proposal on cost cutting in admin area

· Verify payment for admin related services – photocopying, power supply, office consumables etc. 

· providing monthly budget for admin related expenses 

· Supervising all administrative duties and activities
Signal Alliance Limited, Victoria Island, Lagos. (April 2008 – Dec. 2010)

Head, Human Resources.

· Helped to develop, implement and constantly monitoring the evaluation and performance appraisal system. 
· Help to recruit and develop the right talent and skill
· Handling of the employee database/Work Force Planning

· Staff Recruitment Induction and Orientation

· Working on the payroll monthly, making sure the calculation is accurate and it is in compliance with relevant labour and tax law before passing to accounts for payment.
· Skills management, Training and Development

· Handling of staff compensation/benefit.

· Help with overall company budget planning and implementation.

· Handling of staff Leave roaster and medicals

· Handling staff welfare, employee relations including conflict management, disciplinary measures, termination and conducting of exit interviews. 

· Developing and enforcement of policies 

· Consulting for company on human capital issues.

· Involved with strategic plan for the company.

Human Resource Executive/Admin Officer (October 2007- April 2008)
Responsibility/Activity

· Oversees facilities, technology, and materials utilized in the department, coordinating with appropriate services.
· Manages operating budget and performs analysis and reporting to support decision-making.

·  Assist front desk with all aspects of phone handling, attending to visitors, mail distribution, arranging for dispatch/courier, etc.

· Handle business travel and hotel arrangements for management and employees.

· Handling of the employee database/Work Force Planning

· Staff Recruitment Induction and Orientation

· Skills management, Training and Development

· Performance Appraisal 

· Handling of staff compensation/benefit.

· Handling of staff Leave roaster and medicals

· Handling staff welfare. 
•
In charge of office security and cleanliness

· Filing of documents
Steve project Limited, Maryland, Lagos. (Sept. 2006 – June 2007)

Client Service Executive.

A leading power solutions Company marketing quality products and services in Turnkey solutions, Project management, Procurement, Generator financing, leasing, consultancy services and also delivering consistent customer satisfaction.

· Generate a substantive sales opportunity pipeline and to achieve sale targets.

· Produce high quality reports and proposals, which persuade prospects/clients of the benefits of the company’s products and services.

· Follow up, support and action any potential new business clients from the Business Development team.

· Attend and contribute to sales meetings, presentations, and training courses, recognizing the value of one’s own contribution to those events.

· Liaising with client on behalf of company

· Manage the sales process from initial opportunity through to the securing of the client purchase order, and ensure successful service delivery.

· Ensure client satisfaction and immediate response to enquires.

Darwin Technologies Ltd, Victoria Island, Lagos. (Dec. 2005 – Aug.2006): 

Business Development Executive.

A technology company specializing in providing corporate web based solutions for its clients and also in control of the most popular real estate search portal in Nigeria (www.ip4properties.com ). 
· Pro-actively generate new business opportunities, through ones own initiative

· Follow up, support and action any potential new business clients from the Business Development team.

· Cold call prospective new business customers on a regular basis.

· Generate a substantive sales opportunity pipeline and to achieve sale targets.

· Produce high quality reports and proposals, which persuade prospects/clients of the benefits of the company’s products and services.

· Manage the sales process from initial opportunity through to the securing of the client purchase order, and ensure successful service delivery.

· Provide accurate and timely management information, to include: target focussed action plans, activity reports, forecasts, order, and revenue.

·  Attend and contribute to sales meetings, presentations, and training courses, recognizing the value of one’s own contribution to those events.

· To develop and maintain knowledge and experience of relevant technologies

· To perform such other duties as may occur from time to time. 

The Diplomat Ltd, Parkview Estate, Ikoyi Lagos (Oct. 2003 – Sept 2005): 

Human Resource Executive.

· Help to meet strategic goals by attracting, and maintaining employees and also to manage them effectively. 
· Handling of the employee database/Work Force Planning

· Staff Recruitment Induction and Orientation

· Skills management, Training and Development

· Performance Appraisal 

· Handling of staff compensation/benefit.

· Handling of staff Leave roaster and medicals

· Handling staff welfare. 

· Filing of documents

The Diplomat Ltd, Parkview Estate, Ikoyi Lagos (May. 2002 – June 2003):
Business Development Executive/PRO   
· Reviving of old clients

· Generating new client

· Debt recovery

· Managing company advert with branding

· Liaising with client on behalf of company

· Advising on improvement of company’s product in order to increase patronage

· Ensuring client satisfaction

· Ensuring proper running of the front office

· Performing such other duties as may occur from time to time

NYSC (Exxon Mobil Nigeria Unlimited, Lekki Expressway V/I (Sept 2000- July 2001):

Admin (Policy & Programs Department)

· Provide Admin support to my immediate manager

· Handling of the Compensation and Benefit policy data (Employee savings plan form & Death benefit forms) under the supervision of the C & B Manager. 

· Filing/Updating of staff compensation/benefit data (forms)

· Making arrangements for venue of monthly executive meeting
· Performing such other duties as may occur from time to time

	Volunteer Work   
Coordinator TREM Employability Program (TEP) (Sub-Set TREM Career Academy)
· Identify unemployed graduate between 0-5 years’ work experience
· Arrange series of trainings and workshop to equip and upgrade the graduate identified.
· At the end of training organize mock interview for them
· Arrange internship for them at reputable organizations (2month- 6months) so as to create opportunity for good/permanent employment 
· Ensuring that resources are effectively and efficiently used to achieve the academy overall aims and objectives.

	Publications

Birth Control and Economic Development ‘The Nigerian Experience.’  (Unpublished)

Final year project submitted to the department of Social Sciences., Olabisi Onabanjo University Ago Iwoye. 



	IT Skills Proficiency

· Microsoft Windows (2000, XP)

· MS Office tools i.e.  Excel, Word, PowerPoint, Outlook, Access, and Publisher. 

· Sugar CRM

· Often times provide LAN connectivity support for my team at Darwin technologies.

SEMINARS AND COURSES ATTENDED:

· Effective Customer Service 2006 ; Coordinated by London Metropolitan University

· Competency Based selection 17th -18th March 2008 coordinated by LBS

· Mastering Human Resources Management 3rd -7th August 2009 coordinated by LBS.
· Managing People For Strategic Advantage11th -13th July 2012 coordinated by LBS.

· Building and Sustaining a High Performance Culture 18th & 25th May 2013 coordinated by Kuhl-Cher.



	Strengths And Interests

· Strong interpersonal / communication skills 

· Good team player
· Travelling, watching cartoons, meeting people, reading.

	References

· On request


