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PROFESSIONAL SUMMARY 
Blessing Onyinyechi Nwaofor is a seasoned Human Resource and Administrative Management professional with over a decade of progressive experience spanning hospitality, non-profit, education, and corporate sectors. She is a strategic, results-driven leader with expertise in HR strategy, operations management, budget set up, vendor management,  organizational development, employee engagement, policy curation,   employment laws and general office administration . Her career progression from Personal Assistant to senior HR and Operations leadership roles demonstrates a strong foundation in talent management, compliance, administration, and business operations. 
CORE COMPETENCE 
·  HR Strategy & Policy Development
· Talent Acquisition & Retention
·  Operations & General Administration
· Budgeting & Financial Controls 
· Employee Relations & Engagement
· Training & Capacity Development
· Performance Management
·  Project Coordination
· Compliance & Governance
· Stakeholder & Client Relations
PROFESSIONAL EXPERIENCE 
Chrisvirgy Group Limited || HR/Admin/Operations Manager || 2024-2026
Human Resource: 
· Development and implementation of HR strategy, policies, systems, processes and procedures to facilitate the attraction, development and retention of critical talents in the organization. 
· Oversee recruitment, selection and onboarding processes for all the subsidiaries. 
· Ensure compliance with labor laws and company policies. 
· Manage employee records, payroll coordination and benefits administration. 
· Handle staff grievances, conflict resolution, and disciplinary procedures professionally. 
· Develop training and development plans to support employee growth and improve organizational performance. 
· Drive employee engagement, retention and succession planning initiatives. 
· Oversee performance appraisal systems and provide support to departmental heads on managing employee performance. 
· Set up HMO for all staff in all company’s subsidiary.
Administrative Duties: 
· Ensure smooth and efficient office operations across all departments and business units by collaborating with cross-functional teams including housekeeping, front desk, maintenance, and finance to ensure smooth operational launch and daily efficiency.
· Developed and curated professional company profiles, proposals, Mou’s and corporate documentation, enhancing brand positioning and business presentation to partners and stakeholders.
· Developed and managed set up fixed asset and consumable budgets for a 67-room hotel facility in Abuja, ensuring cost efficiency and alignment with set up operational goals.
· Spearheaded the end-to-end project coordination and setup of a 67-room hotel facility, overseeing procurement, vendor engagement, asset acquisition, and operational readiness.
· Prepared the organogram, staffing plan, implementation phase plan and all administrative documents for set up and operations of a 67-room hotel facility in Abuja.
· Designed comprehensive asset inventory templates and conducted detailed physical inventory audits, ensuring proper asset tracking, accountability, and compliance.
· Led vendor negotiations by preparing a procurement proposal, securing competitive pricing and favorable contract terms to optimize operational expenses and service delivery.
· Prepared and processed vendor payment memos and documentation, ensuring timely approvals and adherence to internal financial controls
· Managed the procurement of office equipment, operational supplies, and hospitality essentials, maintaining quality standards while controlling costs.
· Oversee all company assets, fleet, and facility management (e.g serviced apartments, saloon/spa, hotel, real estate, construction site, wine outlet) 
· Planned, coordinated, and executed corporate events;( Kronia Wines Tasting and launch), office functions, and facility decorations, ensuring high standards of presentation in line with hospitality industry expectations.
· Maintained proper filing systems and documentations (HR files, contracts, permits, correspondence etc). 
· Ensured timely renewal of company licenses, permits and insurance policies.  
· Organized company meetings, training, events and logistics. 
· Handled client complaints and enquiries, providing appropriate solutions and alternatives within set time limits, and following up to ensure resolution. 
· Kept accurate record of client’s interactions, transactions, complaints and enquiries. 
· Followed established communication procedures, guidelines and company policies. 
· Had in-depth knowledge of the company and its services to provide accurate response to client enquiries. 
· Ensured sales growth of approximately 60% on a monthly basis. 
· Submitting activity reports.
Women’s Health and Equal Right Initiative (WHER) || HR LEAD || 2022-2024
· Create and update HR policies in line with organizational goals and legal requirements.
· Set and review salary structures, bonuses, and incentives.
· Oversee the performance appraisal process and provide feedback.
· Develop strategies to boost employee morale and job satisfaction.
· Conduct exit interviews to gather feedback and improve retention strategies.
· Maintain accurate and confidential employee records.
· Negotiate labor agreements and ensure compliance.
Community Life Advancement Project (CLAP) || HR and Admin Manager|| 2017-2022
· Create and update HR policies in line with organizational goals and legal requirements. 
· Led with recruitment process, conducting orientation and training programs. 
· Managed employee benefits, including health insurance, retirement plans, and leave policies. 
· Oversee the performance appraisal process and provide feedback. ● 	Develop strategies to boost employee morale and job satisfaction. 
· Conduct employee onboarding and off boarding and improve retention strategies. 
· Maintain accurate and confidential employee records. 
· Negotiate labor agreements and ensure compliance. 
· Managed workplace relationships, addressed conflicts, and promoted positive culture. 
· Ensured a smooth integration of new employees into the organization. 
· Identified training needs and coordinated professional development programs. 
· Handle employee grievance, conflict resolution and fostered a harmonious work environment. ● 	Managed budgets for both HR and administrative functions efficiently. 
Community Life Advancement Project (CLAP) || HR and Admin Assistant || 2016-2017  
· Organized and maintained HR and administrative documents in an orderly manner. 
· Coordinated and scheduled interviews, meetings, and training sessions. 
· Assisted in posting job openings and conducted initial screening of resumes. 
· Responded to general inquiries from employees, volunteers, or external parties. 
· Prepared HR-related letters, emails, or announcements. 
· Assisted to develop the HR and personnel policy.   
· Ensured that each staff member had a personnel file that was up to date and was regularly updated.  
· Ensured that the recruitment process was in line with the organizational policy and procedure.  
· Provided logistic support for workshops through printing and arrangement of workshop materials.  
· Registered inventory that helped the organization to properly track all assets. 
· Conducted the biannual asset verification exercise.   
· Tracks stocks of office supplies and places orders for restocking when necessary. 
· Ensured procured goods and supplies received meets specification of the requesting unit and is in line with the purchase order.   
· Monitored stock level of all stationery, electrical and cleaning consumables and raise requests for restock when necessary.    
Butterfly Kids and Daycare || Head of Administration || 2015-2016  
· Oversaw the maintenance and functionality of school buildings and grounds. 
· Ensured smooth functioning of the school office, including scheduling and record-keeping. 
· Coordinated and facilitated school events, meetings, and assemblies. 
· Managed the procurement of supplies and equipment for the school. ● 	Oversaw school transportation services and logistics. 
Afnan Décor || Personal Assistant (To the CEO) || 2014-2015 
· Made travel plans, including booking flights, accommodations, and transportation. 
· Prepared materials and briefings for meetings attended by the CEO. 
· Managed and responded to emails on behalf of the CEO ensuring timely communication. 
· Took minutes and notes during meetings and provided summaries as needed. ● 	Handled phone calls, screened inquiries, and relayed messages to the CEO. 
· Managed access to the CEO, screening and filtering communication and requests. 
EDUCATION AND PROFESSIONAL QUALIFICATIONS 
· 2006- Bachelor of Art Education; English Language and Literary Studies. (Niger Delta University) 
· 2017- Masters in Educational Sciences; Leadership and Administration. (University of Nicosia, Cyprus) 
· 2023 Diploma in Human Resources; Alison 
· 2023- Diploma in Effective Human Resource Administration; Alison 
· 2023 Collective Leadership; The Open University 
· 2023 Developing your skills as a Human Resource Professional; The Open University 
· 2026 Diploma in Hospitality Management; Alison 
· 2026 Human Resource Management; Career360
PROFESSIONAL SKILLS 
· People and process centric oriented  
· Leadership and Team Management 
· Strategic Thinking and Decision-Making 
· Excellent Communication and ability to develop and grow strong Interpersonal Skills among teams 
· Problem Solving and Adaptability 
· Results-Oriented and Goal Settings 
· Good Resource planning, Coordination and Organization skills 
KEY ACHIEVEMENTS 
· Successfully coordinated the end-to-end setup and pre-opening of a 67-room hotel facility.
· Enhanced operational efficiency by implementing process improvements, reducing project delivery time. 
· Achieved a 15% reduction in departmental expenses through strategic cost optimization measures.
· Drove consistent monthly sales growth of approximately 60% through operational improvements and client engagement
· Implemented streamlined operational processes that improved efficiency and reduced project delivery timelines.
· Developed employee engagement and performance management frameworks that enhanced staff productivity and retention. 
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