                  KEHINDE OLUMUYIWA
No 1, Paul Adefemi off Alahaji Ganiyu Street Irawo Owode, Lagos                                                      

Phone: +2348029113603, +2347032682260
E-mail: olumuyiwa_kehinde@yahoo.com/zigaro20@gmail.com
PERSONAL DATA

Date of Birth:


Apr 30, 1978
Gender: 


Male

Nationality:


Nigeria

State of Origin:


Oyo
Local Govt. Area:

IBNE
Marital Status:


Married
OBJECTIVE

To work diligently towards effective realization of organization goals and to influence positively in career and the society in general.
COVERING LETTER
I am a person capable of projecting enthusiasms and motivating people. I have a strong sense of urgency, initiative and competitive drive to get things done with emphasis on working with people and through people in the process. I have outstanding experience in handle daily operations; I have outstanding experience in human management, Commercial and Mortgage banking operations across various units and clients/customer management relationships with sound experience in procurement, sales and marketing, administrative, HR management etc.
QUALIFICATIONS
2010-2012            MBA (HR)             


                    Ladoke Akintola University, Ogbomosho
2008                     Associate Member                                                           Institute of Chattered Economics of Nigeria (ICEN)
2000-2002           HND (Banking & Finance)                            
      The Polytechnic Ibadan
1996-1998           ND (Financial Studies)


                    Osun State College Of Technology, Esa Oke
1989-1994            S.S.C.E                                                                               Urban-Day Grammar School, Old Ife Road. Ibadan
TRAINING
· Effective compensation and benefit plan management                                   - XL Management Services�

· Attitude, behavior & boss management                                                            -XL Management Services�

· Cash management, customer service and company-client relationship      -XL Management Services�

· Corporate banking responsibilities and challenges                                         -XL Management Services�

· General company issue management skills                                                       -XL Management Services�

· Training on posting of FIRS & LASG                                                                -ALPHABETA Consulting.

· Investment and finance management                         -                             -Albert & Benjamin Ross, Ilupeju

· HR management and Application.                                                                   - P&Z Training outfit

· Effective Service Delivery In The Mortgage Banking Industry                    -FIRST COUNTY ADVISORS

· Three days cash, investment and property management course by    -FIRST COUNTY ADVISORS

· Managing Chaos: Dynamic Time Management, Recall, Reading and Stress Management Skills for Administrative Professionals -                                                                                                   -AMA
SKILLS AND PERSONAL ATTRIBUTES

· Proficiency in the use of MS office applications e.g. Excel, Power point, Access, Word and other software packages.
· Highly organized and have the ability to hand multiple tasks.

· Sound understanding of the standard concept, practices and procedure around the staffing industry.

· Good communication skills, interpersonal skills & leadership skills.

· Ability to priorities departmental variables and manage task against deadlines.

· Good strategic and business planning skills to develop and execute successful business plans & budget.
· Ability to make sound business decision and possess strong negotiation skill
· Well-developed analytical skills, with a keen attention to detail and the ability to grasp new systems and processes quickly.
WORK EXPERIENCE

JUDBATH PROPERTY NIG LTD                                                                                                   Feb 2014 � till date
JOB TITLE: PROCUREMENT MANAGER
DUTIES: 
· Directing of purchasing agents and buyers throughout the process of evaluating suppliers
· Conducting of interviews with vendors
· Negotiating supplier agreements and managing supplier and vendor contracts
· Monitoring of all company purchases, and also determine if goods are defective or not meeting performance demand
· Do basic math, analyze information, and make quick decision
· Taking of purchase requests from various department 
· Ensure there is a constant supply of materials and equipments
DAMMAC GLOBAL RESOURCES                                                                                                   Sept 2011 � Feb 2014

JOB TITLE: HR/ADMIN MANAGER
DEPT: ADMIN.
· Manage recruitment and retention

· Ensure compliance and record keeping

· Prepare compensation and benefits for staffs

· Prepare staffs payroll and department budgets

· Organize and maintain personnel records.

· Update internal databases (e.g. record sick or maternity leave)

· Prepare HR documents, like employment contracts and new hire guides.

· Revise company policies.

· Liaise with external partners, like insurance vendors, and ensure legal compliance.
OCEANIC BANK PLC 




                                 

                  Dec. 2007 � Dec 2009
JOB TITLE � HEAD OF OPERATION

DEPT.: OPERATION

DUTIES;

· General management of the branch.

· Vault custodian.

· Reconciliation of all account packages.

· ATM management and reconciliation.

· Authorization of cheaque and cash.

· Manage & monitor overall teller�s activities.

· Work towards team objectives to reduce firm overdrafts and ensure customers satisfaction.

· Confirmation of cash moved by CMU.

· General reconciliation of branch account.

· Confirmation and authorization of western union transaction.

· Monthly report of branch activities.

· Assists in the daily monitoring of cash, payables, and receivable

· Assists in the preparation of branch reports and statements.
SKYE BANK






                 
                         April. 2005 � Sept. 2007
JOB TITLE: CASH OFFICER

DEPT: OPERATION

DUTIES:

· Management of the whole cash environment

· Monitoring of the tellers

· Vault custodian

· Ensure all items in the transit accounts are nil off on a daily basis.

· Management of all accounting transaction

· Proof and reconciliation of accounts

· Posting of all transactions on PAYDIRECT platform
EKO INTERNATIONAL BANK




                                       Sept. 2003 � March 2005
DEPT: OPERATION

JOB TITLE: TRANSACTION OFFICER

DUTIES:

· General branch accounting posting

· Posting of all transaction on PAYDIRECT and E-TRANSACT MODULE

· Receiving and processing of incoming cheques.

· Raising/issuing of draft.

· Ensure all items in the transit accounts are nil off on a daily basis.

· Processing of form M

· Proof and reconciliation of accounts

· Posting of all transactions on PAYDIRECT platform

STANDARD TRUST BANK -    KANO BRANCH

                                                   Sept.2002-May 2003
JOB TITLE � MARKETER

DEPT     - MARKETING. (YOUTH CORPER).
· Selling of Banks products.

· Ensure effective territory coverage, route management through call planning & workable coverage strategy.

· Create more customers for the Bank and manage the old ones

· Drive product penetration through all channels.
REFERENCE
KUNLE BABALOLA, 
I.T MANAGER,                                                                         

WEMY INDUSTRIES LIMITED,                                                      

08060919204
YUSSUF AJAGBE JOSEPH
INTERNAL CONTROL HEAD,

ADIDE NIG LTD

08133176433                                                         
