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Specialist registrar, Vehicle Fleet Officer / Human Resources Administrative Officer / Manager and insurance broker well versed working with staff, superiors and clients alike, accurate at documentation, skilled at building positive relationships & promoting loyalty by providing exceptional customer service in every interaction. Knowledgeable in insurance procedures at updating files, resolving issues and verifying claims. Top - notch administrative professional with advanced technical & customer service skills.
JANUARY 2021 - Present
BLUE CORAL HEALTHCARE SERVICES LTD.
Ken graphics Building, 1 Agungi - Ajiran Road,
Off Lekki - Epe Expressway, Lekki, Lagos.
JOB TITLE: HUMAN RESOURCE OFFICER / ADMIN MANAGER
HUMAN RESOURCE OFFICER / ADMIN MANAGER: Human Resource / Admin Manager in charge of human resources and personnel management in the company. Handling of staff personal records, Inventory management, corporate entity and staff evaluation. Intermediary between company management and employee welfare. Fleet Officer responsible for the efficient management, maintenance, compliance, and safety of all company vehicles. 

AUGUST 2018 - JAN 2021
DEOCOM SYSTEMS NIG LTD.
38/40 INDUSTRIAL LAYOUT, ILUPEJU, LAGOS.
JOB TITLE: HUMAN RESOURCE MANAGER
HUMAN RESOURCE MANAGER: Human resource manager in charge of human resources and personnel management in the company. Handling of staff personal records, Inventory management, corporate entity and staff evaluation. Intermediary between company management and employee welfare. Fleet Officer responsible for the efficient management, maintenance, compliance, and safety of all company vehicles. 


EXPERIENCE
JULY 2008 - MAY 2018
ASSISTANT REGISTRATION OFFICER, FIRST REGISTRARS & INVESTORS SERVICES NIG LTD.
PLOT 2, ABEBE VILLAGE, IGANMU, LAGOS.
Verification and upload of customer transactions to c.s.c.s portal. Verification of signatures and instant upload of client transactions to c.s.c.s & stock exchange in respect to final verification of customer’s stock portfolio. Assistant to Head Customer Service Unit: Customers /clients inquiries on various operations most especially the collation of outstanding dividend warrants & certificates & processing of clients’ accounts & lodgments with c.s.c.s. as well as all call over reports spooled & verified as compared to client details. This ensures an effective and timely service delivery to customers & clients service unit. Interaction with customers professionally by phone, email or in-person to provide information & direction to desired staff members. Assistant to Head of Scanning Unit: Supervision of documents scanned into various clients’ accounts as per shareholders’ details - i.e. Banker’s confirmation of signature, signature mandate forms, transfer & application forms, company stock broker mandate forms, & electronic dividend mandate forms. Head of Document Archive and Retrieval Unit: To archive documents according to their serial number & alphabetic volumes & subsequent retrieval when needed. This has drastically reduced law suits to a bearable minimum. Relief officer to Branch Head(s) during their annual leave.

EDUCATION
MARCH 1999 - JULY 2004 B.SC INSURANCE (UNIVERSITY OF LAGOS, AKOKA CAMPUS, LAGOS) JULY 1997 - MARCH 1999 NATIONAL DIPLOMA INSURANCE (LAGOS STATE POLYTECHNIC, ISOLO B.SC, UNIVERSITY OF LAGOS, AKOKA, YABA, LAGOS
Modules: Strategic Investment/Financial Management and Entrepreneurship, Leadership (ICT, Media & Organization)
ACCOMPLISHMENTS:
Resolved product issue through consumer testing.
Collaborated with teams in the development of customer client database.
Completion of payment model via the banks electronically.
Supervised team of 15 staff members in former employment.
Currently supervising a team of 25 in my current employment.
   
SKILLS
•Team Management.	•Customer Service Skills
•Strategic Planning	•Microsoft Office Suites
•Leadership and Management.

ACTIVITIES
Various board games, web surfing and meeting people from different walks of life. I also enjoy arranging events and interactive sessions in order to assist the less privileged both financially and emotionally.

PROFESSIONAL CERTIFICATIONS & AFFILIATIONS:
Nigerian Institute of Management (NIM) "Associate Member" - 25th March, 2010. Institute of Capital Market Registrars (ICMR) “Associate Member" - 9th March, 2013. Certified Institute of Pensions Last Stage - (Certificate in View)

PROFESSIONAL TRAINING:
Various Professional share registration and ICT trainings organized by various training consultants.
REFERENCES: 
Miss Morenikeji Ebong
Legal Regulatory & Stakeholder Management
Enerix One Limited
5, Admiralty Road, Lekki Phase 1,
Lekki,
Lagos,
Nigeria. 23401
+2348076082038
 Morenikaygee22@yahoo.com
Mr. Elisha Inyang
Blue Coral Healthcare Services Ltd. 
Job title: Head, HR and Admin 
Relationship to applicant: Current Head of HR/ADMIN at present employment
Phone number: +2348103704482
Personal  email: inyangeliuyo@gmail.com
organization Email: Elisha.inyang@sagedsl.com

Mr Chinangorom Modestus Kafor
Blue Coral Healthcare Services Ltd
Job title: Facility Supervisor & Admin Officer
1, Ajiran Agungi Lane off, Agungi Bustop,   Lekki Expressway,
Lekki,
Lagos,
Nigeria. 23401
+2348101517174
kaforchinagorom@gmail.com
modestus@bchs.com.ng

Dr Maroof Gbolahan Shonibare
3a St. Stephen's Road, 
 E6 1AN
 London
 United Kingdom
 +44 7459567441
 gomaaspromo@hotmail.com 

   





















