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	Professional Summary
· [bookmark: _GoBack]Human Resources Professional offering five years of management experience and development of high-performing teams through recruitment, training, organizational development and evaluation of performance.
	· 
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Professional Experience 
Human Resources Manager, 06/2022 to present
Local Government Service – Wassa Amenfi Central District Assembly, Manso Amenfi
· Promoted to serve as a district human resources manager to oversee recruitment function, employee relations and performance management. .
· Responsible for developing and maintaining successful working relationships with the management team in order to influence and provide effective human resource processes, advice, and support. 
· Maintain payroll and benefits for employees.
· Organize and lead staff orientation programs and training to promote collaboration.
· Coordinate technical training and personal development classes for staff.
· Supervise the preparation of monthly, quarterly and annually reports 





	
	
Skills
● HR Management                                         ● Employee relations
● Conflict Management                                  ● Microsoft Office
● Team Bonding                                             ● File and records management
● Strategic Leadership                                    ● Communication Skills

	
	
	Education
· Bachelor of Business Administration – 08/2014
University of Professional Studies, Accra

· Diploma in Business Studies – 11/2008
University of Professional Studies, Accra


	Assistant Human Resource Manager, 06/2018 to 05/2022
Local Government Service – Tarkwa Nsuaem Municipal Assembly, Tarkwa
· Assisted the Human Resource Manager with all daily duties in the department.
·  Responsible for Record keeping for all employee documentation. Handled confidential material and information with discretion.
· Organized internal activities included yearly staff outing, monthly celebration party, charity events, etc.
·  Conduct all new hire orientations; establish process for new hiring training and annual trainings.
· Supported in the preparation of monthly, quarterly and annually reports.
· Assisted full-cycle recruiting process by sourcing, screening and interviewing candidates.
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References
Mr. Emmanuel Boateng
District Coordinating Director
Amenfi Central District Assembly
+233206644289
zingaro102000@yahoo.com

                                                           
Ms. Jennifer Laryea
Senior Human Resource Manager
Tarkwa Nsuaem Municipal Assembly
+233208371592 
jennidok@gmail.com
Ms. Yvonne Dandori
Assistant Director 1
Ayawaso West Municipal Assembly
P O Box YK 1484, Kanda
Accra- Ghana
+233541474347
ydandori@gmail.com	
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