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(647) 468-8009 | Timichidi12@gmail.com 


Strategic and results-driven professional with a proven background in developing and implementing successful organizational strategies, policies, processes and campaigns that enhance brand image, reputation and organizational growth while fostering positive engagement with all internal stakeholders and the public. 

Leverage experiences in human resource management & employee relations, marketing, office and secretarial administration, and utilizing digital platforms to maximize organizational communication strategies and deliver results.  

SKILLS AND COMPETENCES

· Interpersonal Relationship
· Negotiation Skills
· Research and Analysis
· Issues & Crisis Management
· Communication skills
· Office Administration
· Event planning
· MicroSoft Office Applications
· Time management & multitasking

PROFESSIONAL EXPERIENCE
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Responsible for creating and maintaining a positive and inclusive work environment that fostered employee satisfaction and engagement. The role involved collaborating with cross-functional teams and various departments to design and implement welfare schemes, programs and initiatives that contributed to a positive employee experience throughout the entire employment life cycle with resulted to HR image re-branding.  Monitored and evaluated the effectiveness of employee benefits and welfare initiatives and provided regular reports and recommendations to senior management to drive continuous improvement, diversity, and inclusion. 
· Developed and designed the maiden HR newsletter and produced 12 high-quality quarterly newsletters, resulting in an 80% increase in company internal communication effectiveness and engagement between employees and the HR division.
· Carried out surveys to assess employee feedback, identifying areas for improvement and determining implementation strategies.  Reviewed HR policies, processes, and procedures and proposed company framework updates, resulting in over 50% improvement in employee experience and engagement. Communicate the same updates to employees for effective engagement.
· Coordinated and accomplished over 25 company events, including scheduling, logistics, food and beverage, and setups, ensured seamless execution and positive attendees experience.  Also carried out post-event activities such as tear down, ensuring prompt post event house keeping, processing of invoices for payment, sending out thank you messages to attendees, close-out meetings, etc. 
· Updated and validated Employee Nominations of Beneficiary database which resulted in over 90% improvement in the processing of death in service benefits.   
· Participated in the collaborative project for the revamping of the Human Resource intranet website that resulted to over 50% improvement employee engagement and communication.
· Coordinated a collaborative project on provision of staff lunch that resulted to 20% in cost savings and 50% improvement in the staff canteen administration and services
· Facilitated the seamless on-boarding of new employees, collected all required documentation and ensured prompt company system setup. Managed the process of obtaining identification badges and coordinated with relevant departments to set working tools and accessibility to all the premises without hitches. 
· Carried out exit processes for more than 100 retirees and provided all necessary support for a seamless end-of-service exit.
· Utilized effective tracking sheet and follow up to ensure prompt implementation of employee welfare services as contained in collective agreement between management and employee union; industry standard and labour laws.
· Resolved employee relations and benefits issues to avoid potential negative regulatory and labor law impacts on the company and to maintain a positive office environment.
· Performed industry research and competitive analysis to identify gaps and gather insights for improvement in the company's employee experience. Collaborated with cross-functional teams to implement effective strategies  in line with people and industry best practices and standards.
· Processed documentations for the payment of employee death and insurance benefits in compliance with company policies and labour law regulation.
· Engaged with vendors and other stakeholders to ensure successful events. Maintained timely communication with employees and other invitees and conducted follow-up checks through email and phone calls, providing a smooth and pleasant experience for all participants.  Carried out all pre- and post-event activities.  
· Supervised company facilities (day care centre, staff club, ) and provision of employee welfare services (medical, bus services) to ensure efficient delivery and compliance with company policies and industry regulations.
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· Managed the daily agenda and calendar of over 20 management staff.  Achieved 100% effective Delegation of Authority (DoA) processes to ensure continuous workflow in the absence of any executive/management team.

· Managed the documentation and database of employee records and ensured an effective electronic archiving and filing system for the seamless retrieval of documents and information.  Maintained 100% confidentiality with sensitive information and employee records.

· Planned and coordinated team events and activities resulting in improved team bonding and teamwork.  
· Developed reports from databases to extract and collect data with information accuracy according to management needs to facilitate decision-making.

· Provided administrative and secretarial support to the management team and different departments such as organizing meetings, and preparing correspondence and activity reports, resulting in divisional efficiency.  
· Managed office inventory activities such as ordering, requisitioning, receiving, and stocking.
· Oversaw the activities of other ad hoc and contracted personnel.
· Responded to phone calls, communicated messages and information to the executives, prioritized emails, and responded when necessary.  A liaison between the executive team and various internal departments and a focal point for all visitors. 

EDUCATION AND TRAINING

Standard First Aid – CPR & AED | Saint John Ambulance
Post-Graduate Certificate in Public Relations & Corporate Communications | Sheridan College - Ontario, Canada
Master of Science in Strategic Global Human Resources Management | University of Liverpool - England
Advanced Diploma in Secretarial Studies | Rivers State Polytechnic - Rivers State
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