FALEMARA, IDOWU

NO.4, FALEMARA STREET, OKITIPUPA

ONDO STATE

08037391422

noblefally2@yahoo.com

             10TH MARCH, 1977
OBJECTIVE:
To work with existing staff and facilities contributing the best of my ability and 




quota, so as to improve organizational objectives and achieve managerial goals 




and targets.

PERSONAL DATA:

NATIONALITY:



NIGERIAN
SEX:





MALE
LOCAL GOVERNMENT:


OKITIPUPA
STATE OF ORIGIN:


ONDO
MARITAL STATUS:


MARRIED
EDUCATION:
University of Ibadan








2010



M.Sc Industrial /Organisational Psychology




University of Ado-Ekiti







2004




B.Sc Hons (Second Class Upper) Psychology




Omotosho Community Grammar School, Omotosho



1996




Senior Secondary School Certificate
.

PROFESSIONAL QUALIFICATION:                                                        STATUS                                                              

Institute of Professional Managers and Administrators of Nigeria               Member                      2011
WORK EXPERIENCE: 
  Ondo State University of Science and Technology (OSUSTECH), Okitipupa, Ondo State.   2011

JOB TITLE: Administrative Officer 

Responsibilities:

              RESPONSIBLE TO THE ESTABLISHMENT OFFICER FOR:

Preparation of papers for servicing the meetings of the Appointments and promotions Committee (Academics, Administrative and Technical Staff);

· Dealing with matters relating to the promotion, confirmation of appointments, transfers, resignation and retirement of Academics,  Administrative and Technical Staff;

· Preparation of periodic reports to Council on matters relating to appointment and promotions of Academics, Administrative and Technical Staff;

· Matters relating to the conditions of service of all categories of Staff;

· Acting as Secretary to all ad- hoc committee such as Investigation and disciplinary panels on Academics, Administrative and Technical Staff.

· Acting as Secretary to all interview and assessment panels for the appointment of Administrative and Technical Staff;

· Acting as Secretary at meeting between the Management and the Senior Staff Union;

· Dealing with matters relating to NYSC members  posted to the University;

· Facilitating the induction of newly recruited staff; All categories of staff matters relating to annual leave, study leave, staff development and sabbatical leave;

· Preparation of letters of appointments and other matters relating to the welfare of staff;

· Any other assignment by the Registrar as may be necessary from time to time.

EXPERIENCE:
The Polytechnic Ibadan







2008




Student Affairs Department (M.Sc Industrial Attachment)

Responsibilities:

· Assisting the Guidance and Counsellors to oversee the Affair of students/Staff.

· Conducting Career Counseling

· Organises seminars

· Create awareness through publication.

· Provide research Services

· Providing information services

EXPERIENCE:
Ondo State Local Government Service Commission Akure.
    2006-2011
JOB TITLE:              Senior Executive Officer
Responsibilities:

· Compilation of incoming mails

· Proper filling of staff files for probable discussions on staff matters.

· Documentation of Personal letters
.

· Drafting letters of query, promotion and notification of the commission on any matter arising when necessary.

· Performing other general Administrative duties.
EXPERIENCE:

Girls Secondary School Ishiagu (NYSC)



2005





Ivo Local Government, Ebonyi State

Responsibilities:

·  Preparing Lesson Note

· Taking of attendance as a class teacher

· Preparing student results

· Teaching

SEMINAL/TRAINNING:
· Staff training and development programme organized by Ondo State University of Science and Technology (OSUSTECH), Okitipupa Ondo State.

· Staff Induction Training, Ondo State Local Government Service Commission Training School Itaogbolu, Ondo State.
COMPUTER SKILLS:
Microsoft Office proficiency





Microsoft Excel





Corel Draw

PERSONAL PROFILE:

· Ability to work under pressure

· Good interpersonal skills

· Ability to work effectively in a team

· Good spoken/written skills

· Exemplary leadership skills

· Problem solving skill

INTEREST:


Traveling and Reading

NAMES AND ADDRESS OF REFEREES: 
Pastor E.H.L Olusheye

President

Christ Apostolic Church

World Wide

08037878711

Dr. A.I Alarape
Department of Psychology

University of Ibadan

Ibadan 

Oyo State

08050884275

Mr Akinmoju Wumi Marthins

Assistant Director

Ondo State Local Government Service Commission

Akure

Ondo State
08057622840
