APEMIYE JAMES

Plot 13, Tama Street, New Maitama,                                                      apem4sure@yahoo.com
Off Dongodaji Street, Cadastral District,                                               08032185638
Kubwa Village, Abuja.                                                                             08053879866

                                   
       Objectives:
· To obtain a challenging position in a fast-paced environment where my acquired skills can be utilized to the fullest to attain the goals of the Organization.
· To be proactive, motivated and driven for job excellence.
· Eager to learn which will enhance my efficiency in the organization.
Work Experience
2015 TO DATE		TRUSTFUND PENSIONS LTD
		Position: BENEFIT OFFICER 					(HEAD BENEFITS, SOUTH-EAST REGION)
		Job Description
· Sorting and Documentation of  benefit applications
· Maintaining single document register and benefit register
· Computation and payment of customers benefits	
· Preparation of weekly reports on benefit applications received and processed
· Liaising with customer service department in resolving benefit application issues
· Identify contributors due to retire in the current year and send pre-retirement notifications
· Notify PenCom of Exempted applications and Rightsized applications
· Store benefit files on EDMS
· Liaising with other team members in preparing the yearly departmental budget
· Communicating and resolving benefit issues as with customers 
· Supervising benefit officers in the region
· Daily Reports to the head of department on all retirement benefit processed for the region
· Organizing retiree forum and sensitizing retirees
· Daily Rendition of RMAS to PENCOM
· Representing the Head of Department in all retirement benefit matters in the region.

2012-2015		Platonic Insurance Brokers 
	             Position: HR&Admin Officer         
		            Job Description.
· Procurement of office equipment and utilities
· Supervising maintenance of cars and other office equipmentt 
· Recruitment and maintaining of Staff records
· Admin budget preparation
· Keeping of petty cash
· Preparing report on monthly procurements
· General office administration
2006-2007	                          P.W Nig Ltd, Maitama Abuja
				Position: Industrial Trainee (Accounts)
Job Description 
· Entering payment vouchers in the ledgers
· Preparing bank books and reconciling them
· Monthly Salary cards preparation
· Filling and documenting salary advance dockets
· Purchasing stationeries for Wages office.  
· All other duties as assigned me by my Boss.
Certificate: 
                                                
2017				Associate, Chartered Institute of personnel management
 				(ACIPM)
2016                                    	Student Member:  Association of Certified Chartered Accountants London (ACCA)                            

Education
2010			          The Federal Polytechnic 
Bida Niger State
HND. Accounting
Lower Credit.

2006			          The Federal Polytechnic 
Bida Niger State
ND. Accounting
Upper Credit.
2004				Police Secondary School
				Minna, Niger State
				Senior Secondary Examination Certificate.

1998		                     Model Primary School,
				Asokoro, Abuja.
				First School Leaving Certificate.
Personal Data
Date of Birth:			2nd May, 1985.
Sex:				Male
Status:			            Single
State of Origin:	            Edo
Languages			English Language, Weppa Wanno, Hausa	
 
 Personal attributes:
Effective use of initiative, team player, good interpersonal skills, integrity and Honesty, excellent oral and communication skills, Ability to work with or without Supervision, self-motivated, commitment to quality and target oriented.
Hobbies: 		Travelling, Reading, Music and Relating with people.
I.T. Proficiency:     	Proficient in MS OFFICE – Word, Excel and PowerPoint. 
 
Referees           
			           Mr. Muritala Tijani
				            Head Benefits Department
					Trustfund Pensions Limited
					Plot 820/820, 6th Floor Labour House CBD Abuja
					08034069234
                                               Mr. Ahmed A. Ojo
                                            	Workshop Accountant 
                                            	P.W Nig Ltd Maitama Abuja
                                            	Tel: 08035905491 
                                   	Mr. Joseph Okhakia
		                             	Managing Director,
		                             	Platonic Insurance Brokers, suite D4 Mazado Plaza 						Utako, 	Abuja 
		                             	Tel: 08023015095
                        		ALH   Raji M. A 
                                             	Assistant Director,  
                                             	Central Bank of Nigeria  
                                             	Abuja, HQ  
                                    		Tel: 08053068812
