OKORODUDU PATRICIA OKE
Wardley House, Little Horton Lane, BD5  0AG, Bradford
Okorodudupatricia@yahoo.com.  Mobile: +4407577834740

       CAREER SUMMARY 

· Certified Professional in Human Resources offering an HR career distinguished by commended performance and proven results.
· Extensive background in HR generalist affairs, including experience in employee relations, recruitment and retention, staff development, mediation, conflict resolution, benefits and compensation, HR records management, HR policies development and legal compliance.
· Demonstrated success in negotiating win-win compromises, developing teambuilding programs, and writing personnel manuals, corporate policies, job descriptions and management reports.

HR Skills
HR Department Startup, Employment Law, Employee Relations, HR Policies & Procedures, Staff Recruitment & Retention, Mediation & Advocacy, Benefits Administration, HR Program/Project Management, Training & Development, Performance Management, Orientation & Onboarding and Organizational Development

 OVERVIEW OF MY CAREER ACHIEVEMENT
· Staff Welfare Policy project 2021: Formulates policies and procedures to address current business challenges with reference to staff promotion, leave administration, training & development, staff compensation & benefit
· Departmental Standard Operating Procedure Project 2020: Formulates internal standard operating procedure document for the Human Capital department for process effectiveness.
· Staff Performance Metrics Project 2020: Design a pay for performance system that generated an increase in the net profit by 15%
· Training Academy Project 2019: Establish and runs the academy for new entry and existing staff, design training manuals and curriculums 
· Orchard Hotel project: 2018:  Successfully setting up of the Structural/Operational framework of Hospitality business (Recruitment full cycle)
· Employee’s Handbook Project 2012: Design staff operational handbook in line with best practice.

           EDUCATIONAL HISTORY (ACADEMICS) 
· University of Bradford, United Kingdom, MSc Human Resource Management (2022)
· Lagos State University, Nigeria, MBA Human Resource Management, (2005) 
· Alumni Lagos Business School (Senior Management Programme) 2021
· Federal Polytechnic Auchi, Nigeria, Higher National Diploma (HND) Mass- Communication (1999)
· Creek High School, Lagos Nigeria, SSCE (1993) 
          PROFESSIONAL CERTIFICATIONS & AFFILIATIONS 
· Associate Member Chartered Institute of Personnel and Development (CIPD) UK 
· Full Member Chartered Institute of Personnel Management (CIPM) Nigeria 
· Licensed Human Resource Professional (HRPL) by CIPM
· Member Nigeria Institute of Training & Development (NITAD) 
· Member Nigeria Institute of Management (MNIM) 
· Project Management (IPM) UK
· Alumni Emlyon Business School, France 
· Alumni Lagos Business School (LBS) Cohort 77, Nigeria 
· Committee Member, Membership (CIPM) 
  
CAREER HISTORY
       HUMAN RESOURCE ADVISOR, FIRST BUS (ENGLAND) JANUARY, 9TH, 2023
· To provide first line generalist HR advice and support on terms and conditions of employment and HR policies and procedures, with a view to resolving matters on advice.
· Maintain team systems and processes such as recruitment, fixed term contracts, redundancy, redeployment register and case management, liaising with departments to ensure that paperwork is completed and returned, and provide advice on those processes as required.
· Arrange and attend informal/formal meetings and hearings with the HR Partners, ensuring that all paperwork work is accurate. 
· Provide advice and guidance on occupational health referrals, absence management issues and return to work cases to managers.
· To provide HR and admin support to internal and external investigating officers in the management of casework; specifically, investigations into conduct, capability and grievance matters.
· To support the HR Partners with admin support on organizational change including; restructures/redundancy/redeployment activity within departments as required.

       EMPLOYEE RELATIONS CONSULTANT, WILLIAM HILL (ENGLAND) JULY 25TH, 2022
· Providing first line assistance to line managers on ER issues
· Managing high volume caseloads and keeping accurate records
· Resolving complex issues in a practical and commercial manner
· Identifying higher risk cases and flagging them to manager in a timely manner
· Using performance management metrics to spot trends and present data
· Working in a team and helping to create a culture of continuous improvement
· Delivering remote ER support to people managers across the business.
· Taking inbound calls from line managers and making outbound calls to chase up on activities. 
· Keeping accurate notes and comfortable building relationships with line managers remotely.
· Working with HR Business Partners and occasionally, external stakeholders such as occupational health providers, solicitors and ACAS.
· Working on a broad range of ER cases with varying degrees of risk and managing them to successful conclusion within prompt timescales

HEAD HUMAN CAPITAL MANAGEMENT, LAW UNION & ROCK INSURANCE PLC(Tangerine) (NIG,) January, 7th, 2019- July, 30th, 2021
· Reporting to the Managing Director with a team of four members whose responsibilities includes recruitment & selection, training & development, compensation & benefit, staff disciplinary, leave administration, promotion, policy formulation, manpower planning & employee’s relation.
· Recruitment: Implemented recruitment strategy for Five (5) complex roles: Chief Financial Officer, Head of Marketing, Head of Strategy, Head of Internal Audit & Head Retail
· Learning and development: Run an Internal training academy for new entry and existing staff and supporting   management development programme
· Reward & compensation: Manage and led a key reward project which involves industry pair comparison
· Employee relations: Provide support and advice on employee relations matters, manage and report on absences, staff disputes & union disputes.
· HR Projects: Met deadlines and individual timelines for three projects which I ran simultaneously: HR payroll Software, Business Continuity project & Bi-annual HR Internal Audit
               
GROUP HUMAN RESOURCE & ADMIN.  FLASH INVESTMENT GROUP LIMITED (NIGERIA) 
12th, August, 2012- 30th, December, 2018
Group of companies whose services spans across Banking, Insurance Brokerage, Investment, Oil & Gas, Hospitality and Farming. 

· [bookmark: _Hlk81819137]Reporting directly to the Group Chief Operating Officer with a team of Five (5) on all HR core functional areas.
· Recruitment & Selection: Implements organization HR recruitment strategy from identifying staffing needs, preparing, sourcing, screening, selecting, hiring, and onboarding. 
· Core HR Functional Areas:  Oversees Human Capital Management’s function that covers major HCM’s focus areas of career management and succession planning, training and development, staff welfare, recruitment and selection, compensation & benefits, performance management and HR administration.
· HR Administration:  Administer & ensure all paperwork relating to new starters, transfers, promotions and probations are completed and maintained on paper and HR system
· Employee’s Orientation: Own the orientation program, running regular sessions throughout the year, regularly evaluate and make improvements to orientation and on-boarding processes for new hire, retirees and transfers.




HR ASSOCIATE CONSULTANT:  BRILLIANT PERFORMANCE SOLUTIONS LIMITED
(NIGERIA) 30th December, 2010- 30th, July, 2012 
 
· Reporting to the Managing Consultant with a team of Three (3) on all HR related projects
· Management Advise: Advise management on the administration of human resources policies and procedures
· Acts as Internal Consultant: Serving as internal consultants by analyzing the company’s current HR programs and recommending solutions
· HR Policies & Procedures: Developing, revising, and implementing HR policies and procedures
· HR Prompt Project Report: Prepare and maintains reports and business plans related to specific HR projects
· HR Quarterly Departmental Audit: Conducts audits of HR activities to ensure compliance to best practices
· Training & Development: Make presentation on training sessions on related specific HR programs

HUMAN RESOURCES/ ADMINISTRATIVE MANAGER GOLDENSAND INVESTMENT & ASSET LIMITED (NIGERIA) 30th, December, 2005- 30th, November, 2010 
· Prepares letters or contracts for any changes to employee terms and conditions.
· Support the Business Partners with ad-hoc administrative activities relating to operational and value-added HR activity
· Preparation of data, reports, slides & presentation details as required.
· Administer starter/leaver processes including all documentation, induction processes and exit interviews
· Supports local line managers and team leaders with day-to-day HR activities, provides appropriate advice in line with policies and procedures
· Supports the HR Business Partners in the delivery of HR operational and cyclical activities such as PDPs, annual salary reviews, talent and succession planning, workforce planning, employee relations and performance matters
· Supports the talent and selection requirements by: understanding business needs, ensuring a business case has been provided for each vacancy, and supports with succession planning by identifying opportunities for progression and promotion
· Maintain and update electronic and hard copy personnel record systems containing all employment-related information including-absence, holidays, starters & leavers etc.

     CONTINUING PROFESSIONAL DEVELOPMENT (CPD)
· Strategic Branding (2022) Emlyon Business School, France
· Senior Management Programme (2021) Lagos Business School, Nigeria
· Business Continuity & Crisis Management (DSCL) 2020
· Human Resource Metrics & Analytics (CIPM) 2019
· Driving Strategy Business Growth (Paul Esther Consulting) 2019
· Disruption-Change the game (CIPM) National Conference 2019 
· Africa Emotional Intelligence 2019
· Labour /Employment Law for HR Practitioners by Hybrid Consultants 2015
· Turning Strategy into Action by Lagos Business School (LBS) 2014
· Restoring Values for National Development by CIPM 2012
· Mastering the Act of Effective Communication for Exceptional Performance BPS 2011
· Human Resource training and development by Learning Potentials 2010
· Equipment and Asset lease by ELAN 2008

PART-TIME JOBS
· TempCare Personnel LTD: Healthcare Assistant, November, 27th 2021
· UBU Health & Social Care Provider: Enabler Plus, November, 11th, 2021-November, 26th 2021
· Goshen Social Care: Healthcare Assistant, August, 26th, 2021- November, 10th 2021

   VOLUNTARY ACTIVITES:
· Administrative Officer: Hamara Charity, UK, 2022
· Remote Administrative Officer: Deafblind UK, 2022	
· Fundraiser: Mind in Bradford, 2021
· Facilitator Volunteer: Ready Set Work Lagos State Government Initiative 2017

   REFERENCES
   References are available upon request.

 

 
 
 
 
 
 

