CURRICULUM VITAE

NAME:



MAKU, AYODEJI OLUBUKONLA

DATE OF BIRTH:

OCTOBER 26TH, 1967
STATE:


OGUN

NATIONALITY:

NIGERIAN

HOME ADDRESS:

NO. 32, KELANI STREET,




OFF GASLINE, OTA.





08039182909

E-MAIL: ayomaku@yahoo.com
EDUCATIONAL INSTITUTIONS:


LAGOS STATE UNIVERSITY, OJOO  - 2002 - 2005

FEDERAL UNIVERSITY OF TECHNOLOGY, OWERRI, IMO STATE – 1999 – 2001

OGUN STATE POLYTECHNIC, OJERE, ABEOKUTA – 1989 – 1991

STAFF DEVELOPMENT CENTRE, KOBAPE, 

ABEOKUTA.  OGUN STATE.  1985 – 1987

MAC-JOB GRAMMAR SCHOOL, ONIKOLOBO,





ABEOKUTA, OGUN STATE – 1979 – 1983

TOLULOPE CONTINUING EDUCATION CENTRE, ABEOKUTA.  – 1989

ACADEMIC/PROFESSIONAL QUALIFICATIONS:

LAGOS STATE UNIVERSITY, OJOO -

MASTER IN INDUSTRIAL & LABOUR RELATIONS   
-  
  Nov. 2007 (Award date)

(MILR)

POST-GRADUATE DIPLOMA IN HUMAN RESOURCES

MANAGEMENT TECHNOLOGY – FEDERAL UNIVERSITY-
  MARCH 2004

OF TECHNOLOGY, OWERRI 
GRADUATE DIPLOMA IN PERSONNEL MANAGEMENT 

THE CHARTERED INSTITUTE OF PERSONNEL 

MANAGEMENT OF NIGERIA(CIPMN).



  DEC. 1998

DIPLOMA IN PUBLIC ADMINISTRATION 


  1991(DISTINCTION)

(Rated as Final Diploma)
WEST AFRICAN SCHOOL CERTIFICATE/GCE


  1983/91

ND IN SECRETARIAL STUDIES 




  1987/88

CERTIFICATE IN SECRETARIAL STUDIES


  1987
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MEMBERSHIP OF PROFESSIONAL ASSOCIATION:
GRADUATE MEMBER OF THE CHARTERED INSTITUTE

OF PERSONNEL MANAGEMENT OF NIGERIA.

   DEC. 1998

PROJECTS UNDERTAKEN:

-
PROBLEMS OF IMPLEMENTATION OF GOVERNMENT POLICIES: A CASE STUDY 


OF MASS MOBILISATION FOR SOCIAL JUSTICE AND ECONOMIC RECOVERY.

-
PROBLEMS OF STAFF ABSENTEEISM IN AN ORGANISATION : A CASE STUDY OF FOUNTAIN 
TRUST BANK LIMITED.

-
THE EFFECT OF ORGANISATIONAL POLICY ON ORGANISATIONAL PERFORMANCE : A CASE STUDY OF CORNERSTONE INSURANCE PLC.

WORKING EXPERIENCE:
DMOT Enterprises





-
Feb 2022 - Date

Director

-CONTEC GLOBAL GROUP




-
SEPT 2020 – Feb. 2022
HR LEAD

-ISON BPO






-
SEPT 2015 TO SEPT 2020

AGM, HUMAN RESOURCES

o Develop and implement HR strategies and initiatives aligned with the overall business strategy

o Bridge management and employee relations by addressing demands, grievances or other issues that emanates from Union Issues. This includes payroll management and closure of yearly Collective Bargaining Agreement of Union.

o Manage the recruitment and selection process

o Support current and future business needs through the development, engagement, motivation and preservation of human capital

o Develop and monitor overall HR strategies, systems, tactics and procedures across Nigeria and Ghana;

o Maintain pay plan and benefits program

o Report to management and provide decision support through HR metrics

o Ensure legal compliance throughout human resource management especially as it relates to Disciplinary issues. There should be zero tolerance for DC escalation.

o Ensure confidentiality of documents and data

o Ensure that the HR scores a pass mark in the ISO Auditing;

o Ensure that there is Rewards and Recognition system put in place, 


Employee Engagements on the floor on a monthly basis including skip level meetings as per the Policy of the organization.
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o Advice Management on trends or sensitive employee matters that may occur; partner with Management to develop and implement timely and appropriate solutions.

o Liaise with Heads of Departments to determine their staffing requirements and consult on effective structures for organizational management and performance delivery.

o Manage the implementation performance management system to ensure it is objective, equitable, transparent and merit-driven.

o Perform scheduled activities like employee morale survey etc, recommend solutions or alternate methods to meet requirement.

o Take initiatives to engage the staff and plan events or activities regularly to sustain and improve the engagement level of employees.

· Handles industrial relations aspect and new projects of all the countries– Nigeria, Ghana, B.Faso, Liberia and Niger.

o Participate in other HR initiatives as may be required and supervise all HR staff members in all locations;

-  TECH-MAHINDRA





-
JULY 2014 – SEPT 2015
    MANAGER, HUMAN RESOURCES

    (NIGERIA/SOUTH AFRICA/KENYA/EGYPT/CHAD/RWANDA/UGANDA/ETHIOPIA)

-  TECH-MAHINDRA





-
APRIL 2013 – JUNE 2014
    LEAD SUPPORT, HUMAN RESOURCES
    (NIGERIA/SOUTH AFRICA/KENYA/EGYPT/CHAD/RWANDA/UGANDA/ETHIOPIA)

-  DANA MOTORS LIMITED




-
SEPT. 2012 – APRIL 2013
    HUMAN RESOURCES/ADMIN MANAGER
*
HR Related issues for Nigeria including Budgeting and Admin related issues like Attendance Monitoring/Management; Vehicle Management, Scrap Materials management, Security and Cleaning Vendor management, Asset Management, Government relations like Waste Management, Electricity etc. and Cost Control Management.

-  REDDINGTON MULTI-SPECIALIST HOSPITAL

-
APRIL 2009 – JUNE 2012
-  SPRING BANK PLC.





-
JAN 2006 – NOV. 2008

-  FOUNTAIN TRUST BANK PLC



-
1994 – DEC. 2005

-  OLUWA GLASS COMPANY PLC., IGBOKODA

    PERSONAL ASST. TO THE AGM (PERSONNEL & CORPORATE

   AFFAIRS)






-
1992 – 1994

-  PRESIDENTIAL TASK FORCE ON ALTERNATIVE

   FORMULATIONS OF LIVESTOCK FEEDS,

   ABEOKUTA (PERSONAL ASST. TO THE COORD. SEC.)
-
1989 – 1990

-  MIDLAND GALVANISING PRODUCTS LTD.


-
1987 – 1989

   (CONF. SEC./PERSONAL ASST. TO THE MD)
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JOB RESPONSIBILITIES/POSITIONS HELD:

APRIL 2009 – JUNE 2012
- HUMAN RESOURCES/TRAINING MANAGER





  REDDINGTON MULTI-SPECIALIST HOSPITAL

Major function is to ensure the planning, direction and coordination of the human resource management activities to maximise the strategic use of human resources and maintain its functions such as below:

1. Setting up the Human Resources Department with the required Policies (Staff Handbook, Code of Conduct, Core Values, HR Procedural Manual, Public Unrest Policy etc).  This includes design of necessary forms.

2. Identifying staff vacancies and implementing Hospital policy on recruitment.

3. Planning and coordination of new employee induction and orientation (3 days programme) which leads to departmental induction.

4. Monitoring Staff Attendance through the introduction of Staff Attendance Register two years ago.
5. Providing current and prospective employees with information about policies, job description, working condition, salaries and opportunities for growth and promotion including employee benefits.

6. Taking care of staff professional development, referencing to ensure genuine results and staff training needs.
7. Perform difficult staffing duties including but not limited to dealing with understaffing, refereeing disputes, exiting, administering disciplinary procedure after due process of consultation by disciplinary committee, counselling and approval of senior management.

8. Conduct exit interviews to identify reasons for employee exit.

9 Coordinate and maintain confidential documents ensuring that each employee signs the oath of confidentiality form before assumption of duty.

10 Ensuring pre-employment medical screening for new employees to ensure that 
     staff health is good for commencement of new job.

11 Coordinate issues of contract staff like security guards, cleaners, kitchen staff etc.

12 Conduct salary surveys of peer hospitals from time to time and advise management     

     on salary issues.
13 Coordinate mid-year and annual performance appraisals for further action(s). These 

      are initiated one month to the date of the appraisal with pre-appraisal meeting done     

     with Heads of Department.

14 Ensuring improved communication through introduction of ‘Reddington Newsletter’

15 Coordinating the Service Excellence Award Programme introduced one year ago.

16 Driving the Hospital culture in conjunction with the Quality Assurance Manager (i.e. 

     Dress Code, vision/mission statements, service excellence etc)

17 Ensure Staff Profiling done for all management staff.

18 Reduction of Staff Labour turnover which has been on the increase before, through 

Counselling and introduction of some staff welfare scheme that are considered fair but can be improved upon.

19 Updating the accreditation documentations from time to time (COHSASA).
20 In essence, I deal with personnel policies, manpower planning/recruitment, 
regulatory compliances as stated in the Labour Law, compensation and benefits, Work life Balance, Welfare/Discipline, records keeping, training and management development including strategic human resources management issues.
21 Secretary to the Management Meeting.

22 Ensure coordination of the Clinical Meeting including introduction of Tuesdays and 


Wednesdays Mandatory Training Programme for all staff members.

23 Coordination of monthly Heads of Department and weekly Ward Managers meeting.

24 Preparing yearly Human Resources Budget for discussion at the Budget Session.

25 Supervising the Human Resource Executive attached to assist me.

26 Other HR issues are in the pipeline like processing of Car loan from the Bank for staff 

members to purchase cars, introduction of Cooperative Scheme which is almost concluded etc.
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27 I also act as Head of Administration in the absence of the Head of Administration and 


Finance.

ASSISTANT MANAGER, HUMAN CAPITAL MANAGEMENT GROUP – FEB. 2008 TO NOV. 2008 

SENIOR BANKING OFFICER, HUMAN CAPITAL MANAGEMENT GROUP - 2003 – JANUARY, 2008 – 

JOB DESCRIPTION – SPRING BANK PLC.. – HUMAN CAPITAL MANAGEMENT:
AUGUST 2008 – NOV 2008   -  UNIT HEAD, TRAINING AND RECORDS – SPRING BANK PLC.

1. Have responsibility for all training issues of the Bank both local and offshore.

2. Ensure that the training needs of all staff are discussed and steps taken to ensure they are resolved.

3. Prepare the Training Budget

4. Ensure that all new staff are inducted in the Bank
5. Ensure that all staff sign the Oath of Confidentiality and all records are kept confidential

6. Ensure that the Human Resource software (Exceed) is updated with staff records from time to time.

7. Ensure that all postings regarding staff are done on the system.

8. Ensure that Performance appraisal outcomes regarding counselling of affected staff members are done.

9. Review Mid-Year and Annual Performance Appraisal to ensure that discussions are held with staff members and necessary steps taken to resolve staff weak areas.
10. Maintaining an updated inventory of existing external training providers in the country and conducting research on their training offerings.
OCTOBER 2007 TO JULY 2008 – HUMAN CAPITAL MANAGEMENT GROUP – LEGACY ISSUES
1. Have responsibility of ensuring continuous availability of professional, highly skilled and well motivated personnel capable of achieving the Bank’s corporate business objectives;

2. Develop a merit-based appraisal/reward system for the Bank;

3. Efficient management of staff terminal accounts and references.

4. Training and Records Management
JOB DESCRIPTION  AS ACTING HEAD, HCM – FOUNTAIN TRUST BANK PLC. – HUMAN CAPITAL/FACILITIES

1 Have responsibility of ensuring continuous availability of professional, highly skilled and well motivated personnel capable of achieving the Bank’s corporate business objectives;

2 Engage in appropriate formulation and implementation of Bank wide Human Capital Management policies, procedures and controls towards achieving industrial peace and harmony;

3 Develop and administer career management framework for various groups and units.
4 Ensure proactive people management as strategic resource function through provision of adequate training, effective career development and succession planning.

5 Develop a merit-based appraisal/reward system for the Bank and its subsidiaries;

6 Efficient management of bank wide database

7 Payroll Administration

8 Ag. Secretaries to Human Capital Development Committee and Staff Trustee

9 Liaise with banks and other stakeholders including regulatory authorities.

10 Determine Bank’s Manpower requirements and recruit as required.

11 Monitoring the Bank’s staffing requirement.

12 Preparation of Management reports and budget for the department

13 Ensure proper maintenance of the bank’s assets and properties
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14 Effective supervision of the Bank’s motor fleet

15 Interfacing with major contractors of the Bank.

PERSONAL ASSISTANT/SPECIAL ASSISTANT(6 YEARS)

DEPARTMENTS:  FOREIGN OPERATIONS, HUMAN CAPITAL MANAGEMENT
PERSONAL ASSISTANT TO THE MANAGING DIRECTOR/CEO (3 YEARS)

AWARDS:

BEST/OUTSTANDING STAFF OF THE YEARS 1995 AND 1996

BEST/OUTSTANDING BANK’S PAY-OFF LINE PRESENTATION FOR YEAR 2000.

BEST MANAGER – 2013 & 2014

RISE INTERNATIONAL AWARD IN 2014

SOME COURSES ATTENDED:

-    CUSTOMER SERVICE EXCELLENCE 



-    RELATIONSHIP MANAGEMENT COURSE

-    CREATIVITY AND STRATEGIC THINKING

-    HUMAN CAPITAL MANAGEMENT COURSES
HOBBIES:
READING AND WRITING

REFEREES:
TO BE PRODUCED ON REQUEST.
