                                                                         [image: image1.jpg]| R





FULL NAMES:           


AROWOSEGBE, Bolarinwa Olasimbo 
DATE & PLACE OF BIRTH:


2nd June, 1971 & Odo-Ayedun Ekiti 
STATE OF ORIGIN & LOCAL GOVT AREA:
Ekiti & Ikole Local Government Area
NATIONALITY:



Nigerian
CURRENT POSTAL ADDRESS:

No 3, Johnson Olabisi Street, Valentino, Ondo






08034669588; 07059895485







simbee43@gmail.com
MARITAL STATUS:



Married

NUMBER & AGES OF CHILDREN:

Two (2) – 11 & 7 years
EDUCATIONAL INSTITUTIONS ATTENDED WITH DATES:

University of Ibadan, Ibadan







2003-2005

University of Benin, Benin-City






1991-1995

Ondo State College of Education, Ikere-Ekiti





1988-1991

St. Louis Grammar School, Akure






1981-1987
ACADEMIC QUALIFICATIONS OBTAINED WITH DATES:

Master of Managerial Psychology [M.M.P.]





2005

Bachelor of Science [B.Sc. Ed] Business Education




1995

Nigeria Certificate in Education [N.C.E.] Business Education


1991

West African School Certificate






1987

MEMBERSHIP OF PROFESSIONAL BODIES/ASSOCIATIONS

Association of Nigerian University Professional Administrators [Member]

2011

Nigerian Institute of Management (Chartered) [Associate Member]


2001

RESEARCH WORKS:

· [B. O. Agbaje, 2005] Impact of Managerial Motivational Strategies on Employees’ Performance [A Case Study of Nigerian Wire and Cable Plc, Ibadan].

· [B. O. Ajayi, 1995] A Study of Factors that Cause Students’ Failure in Shorthand.

· [B. O. Ajayi, 1991] Problems Facing Business Education Students in Tertiary Institutions and Possible solutions to them [A Case Study of Ondo State College of Education, Ikere-Ekiti].

WORKING EXPERIENCE WITH DATES AND POSTS HELD

1.
UNIVERSITY OF MEDICAL SCIENCES, ONDO    


OCT 2020 - DATE

POST:
PRINCIPAL ASSISTANT REGISTRAR (POSTGRADUATE SCHOOL)- Level 13 Step 7
· Serving as Secretary to the Board of the Postgraduate School and its various sub-committees.

· Advertisement of existing and new programmes and admissions.

· Interpretation and implementation of existing Postgraduate School regulations.

· Overall supervision and coordination of all sections in the School.

· Overseeing staff welfare and discipline.

· General correspondence.
· Any other duties as may be assigned by the Dean, Postgraduate School from time to time, 

POST:
HEAD OF ADMINISTRATION, GRA CAMPUS

· Supervision of the entire campus

· Overseeing the welfare of all administrative staff

· Link between the Caretaker of the Campus and the Director, GRA Campus

· Any other duties as may be assigned by the Director, GRA Campus from time to time, 

2.
UNIVERSITY OF MEDICAL SCIENCES, ONDO    

SEPT 2017 – OCT 2020
POST:
PRINCIPAL ASSISTANT REGISTRAR (HUMAN RESOURCES)
- Level 13 Step 3
· Responsible for the implementation of established policies of the Management and Governing Council

· Overall administration and coordination of the various activities of the Establishment and Human Resources division of the Registry Department

· Processing letters of appointment for all staff

· Compiling list of staff for confirmation and promotion exercise

· Secretary to the Appointments, Promotions and Disciplinary Committee (Junior Staff)

· Assists the Registrar to arrange, record proceedings and prepare minutes of the Appointments, Promotions and Disciplinary Committees of Academic Staff as well as Professional, Administrative and Technical Staff

· Attends to individual enquiry, grievance and complaints from members of staff in relation to appointments
· Arranging for interviews for advertised vacant positions

· Arranging identity cards for all members of staff

· Handling leave (annual, leave, maternity, study, fellowship, sabbatical, etc.) matters

3.
UNIVERSITY OF MEDICAL SCIENCES, ONDO    


MAR 2017–SEP 2017
POST:
PRINCIPAL ASSISTANT REGISTRAR (ACADEMIC AFFAIRS)
- Level 13 Step 2
· Assisting the Deputy Registrar (Academic Affairs) in the day-to-day running of the Division

· Arranging for Business Committee meeting of Senate

· Arranging for Senate meetings

· Preparation of and release of decision extracts of Senate meetings with the approval of the Registrar

· Arranging the fresh students for matriculation and signing of the matriculation register

· Liaising with the ICT Unit for the issuance of students’ matriculation numbers
· Liaising with the departmental HODs on the preparation of lectures and examinations time-table.

· Coordinating the provision of examination materials

4.
UNIVERSITY OF MEDICAL SCIENCES, ONDO    


NOV 2015 - MAR 2017
POST:
PRINCIPAL ASSISTANT REGISTRAR (COUNCIL AFFAIRS)  -  Level 13 Step 1
· Responsible to the Registrar for the overall coordination of the Governing Council secretariat.

· Assisting the Registrar to record proceedings of the meetings of Council

· Preparation of draft minutes of Governing council meetings

· Preparation of and release of decision extracts of the Governing Council meetings with the approval of the Registrar

· Arranging for Governing Council and other committees’ meetings.
· Dispatching correspondences to Governing Council members

· Preparation of draft minutes of Finance and General Purposes Committee (F&GPC) meetings

· Preparation of and release of decision extracts of the F&GPC meetings with the approval of the Registrar

· Arranging for F&GPC meetings.
· Dispatching correspondences to F&GPC members

· Any other duties as assigned by the Registrar from time to time.

5.
WESLEY UNIVERSITY OF SCIENCE AND TECHNOLOGY, ONDO    
OCT 2012 - NOV 2015
POST:
SENIOR ASSISTANT REGISTRAR (VICE-CHANCELLOR’S OFFICE) - Level 11 Step 1
· Sending and receiving e-mail on behalf of the Vice-Chancellor.

· Taking notes and developing minutes of Principal Officers’ meetings.
· Overseeing all staff in the Vice-Chancellor’s Office.
· Internet surfing to get new linkages for the University.

· Internet surfing to source for funds and international grants for the University.

· Other general administrative duties in the Vice-Chancellor’s Office.
· Any other duties as assigned by the Vice-Chancellor and Registrar from time to time.

6.
WESLEY UNIVERSITY OF SCIENCE AND TECHNOLOGY, ONDO
JAN 2009 - SEPT 2012
POST:
ASSISTANT REGISTRAR (DEVELOPMENT) (VC’S OFFICE)
-   Level 9 Step 1
· Internet surfing to get new linkages for the University.

· Internet surfing to source for funds and international grants for the University.

· Taking notes and developing minutes of Principal Officers’ meeting.

· Handling protocol duties.

· Assisting in the administrative duties of the office of the Vice-Chancellor.

· Replying to incoming mails as assigned.

· Handling of alumni matters.
· Covering committees’ meetings and developing minutes.

· Any other duties as assigned by the Vice-Chancellor, Registrar and Senior Assistant Registrar from time to time.

7.
FIRST ALSTATE SECURITIES LIMITED, MARINA, LAGOS

JUNE 2008- DEC 2008

POST:
PERSONAL ASSISTANT TO THE MANAGING DIRECTOR

· Assisting the Managing Director in his day-to-day activities.

· Opening of account with the clearing house for new members.

· Preparing itinerary for the Managing Director.

· Handling of incoming mails and e-mail.

· Acting as a link between the Managing Director and other staff.

· Any other duties as assigned by the MD/CEO from time to time. 

8.
NIGERIAN WIRE AND CABLE PLC, IBADAN



FEB 2002 - OCT 2007

POST:
TRAINING AND PERSONNEL OFFICER


TRAINING DUTIES:

· Advising management on training policies and to establish operational procedures.

· Preparing annual training plans for the company.

· Assisting in the recruitment, selection and placement exercise.

· Conducting induction programmes for newly recruited staff of the company.

· Initiating appropriate training for staff in conjunction in the departmental manager.

· Putting appropriate plan in place for the development and management of individual careers in the company.

· Searching for and identify qualified consultancy firm and personnel to train the company’s employees.

PERSONNEL DUTIES:

· Ensuring efficiency of the clocking systems, staff attendance and punctuality at work.
· Attending to individual enquiry, grievance and complaints from junior staff.

· Looking after the welfare of employees in distress [those hospitalized, sick off for some time, suffered industrial accident].

· Planning for and supervise maintenance of company’s grounds.

· Supervising custodial services and reports to appropriate officials on building facilities and any deteriorating condition.

· Responding to stationery re-orders and monitors issuance.

· Monitoring medical expenditure on staff and their dependants and reports any aberration.

· Preparing annual leave roster for all company staff and monitors application.

· Assisting the Human Resources Manager on any functions of that position.

9.
NIGERIAN WIRE AND CABLE PLC, IBADAN



JAN 1999 - JAN 2002

POST:
PERSONAL ASSISTANT TO THE MANAGING DIRECTOR

· Assisting the Managing Director in his day-to-day activities.
· Taking dictation and transcribing same on personal computer.

· Preparing itinerary for the Managing Director.

· Operation of the fax machine.

· Supervising other secretarial staff.

· Handling of incoming mails.

· Acting as a link between the Managing director and other managers.

· Handling of Board of Directors related matters.

· Supervising the company’s guest house.

10.
SPECTRUM BOOKS LIMITED, IBADAN



APR 1997 - DEC 1998

POST:
CONFIDENTIAL SECRETARY TO THE CHIEF ACCOUNTANT

· Typing and filing of documents.

· Registration of incoming invoices.

· Keeping stock of stationery.

· Handling of incoming and outgoing mails.

· Taking notes and developing minutes of every departmental meeting.

· Typing minutes of management meeting.

· Preparation of royalty payments of authors.

· Any other duties as assigned by the Chief Accountant from time to time.
TRAINING PROGRAMMES ATTENDED WITH DATES:
· 2021 Registry Annual Public Lecture organized by Osun State College of 


Education,
Ilesa, Osun State 






Dec 14, 2021

· Decision Making Tools organized by the Nigerian Institute of 
Management (Chartered),

Ondo City Chapter







         
Oct. 12, 2021
· Internet and Office Productivity Tools (IOPT) organised by Digital Bridge Institute, 

Abuja








          
July 5-9, 2021
· Young Managers’ Summit 2020 organised by the Nigerian Institute of 

Management (Chartered), Lagos (online through Zoom)


         
Nov 14, 2020
· 12th Special Human Resource Forum organized by the Chartered Institute of 

Personnel Management of Nigeria, Lagos (online through Zoom)


Aug 12, 2020
· Redeemer’s University Registry Webinar organized by Redeemer’s University, Ede
July 28, 2020

· Distinguished Management Lecture organised by the Nigerian Institute of 

Management (Chartered), Lagos (online through Zoom)


         
June 30, 2020
· Building a 21st Century University for Competitive Edge organized by UNIMED

March 10, 2020

· Registry Functions and Communication Skills for Professional Administrators 


organized by UNIMED, Ondo






March 9, 2020

· Continuous Learning and Development programme organised by the Nigerian


Institute of Management (Chartered), Ondo City Chapter


         
October 10, 2019
· Counselling as Management Tool for Organisational Development organised by 

the Nigerian Institute of Management (Chartered), Ondo City Chapter
         
April 17, 2019
· Internet and Office Productivity Tools (IOPT) organised by Digital Bridge Institute, 

Abuja








          
Nov 26-30, 2018
· Imagining 2019: The New World of Work and Personal Effectiveness organised  


by the Nigerian Institute of Management (Chartered), Victoria Island, Lagos

Nov 19, 2018

· Coping with the Speed of Change organised by the Nigerian Institute of 

Management (Chartered), Ondo City Chapter




April 20, 2018
· Statistical Package for Social Sciences organised by Digital Bridge Institute, 


Abuja









Nov 20-24, 2017
· Pedagogy and Integrated Medical and Dental Curriculum



July 6-7, 2017

· Advanced Digital Appreciation Programme organised by Digital Bridge Institute, 


Abuja









Nov 28-Dec 2, 2016
· Developing Efficient Institutional Structure and Guidelines in Tertiary Institutions 

organised by the University of Lagos Consultancy Services, UNILAG, Lagos

April 22-23, 2015
· Institutional Management Workshop organised by Wesley University, Ondo 

Management and Obafemi Awolowo University Alumni



July 10, 2014

· Emerging Issues and Global Best Practices in University Administration organised 


by the Association of Nigerian University Professional Administrators (ANUPA) at 

the University of Ibadan, Ibadan






Nov 24-27, 2013

· The Concept of Advancement in Universities: Past, Present and Future organised 

by University Advancement Centre, Federal University of Technology, Akure

May 24, 2013

· Balancing Career with Marriage Workshop organized by Women’s Group, Wesley 


University of Science and Technology, Ondo





May 23, 2012

· International Women’s Day Workshop organised by Federal University of 


Technology, Akure








March 8, 2012

· Interactive Session on Procurement of Computers organised by Computer Aid 


International, U.K. at Obafemi Awolowo University, Ile-Ife



July 27, 2011

· Skills Development/Improvement Workshop for Administrative and


Personnel Officers organised by Industrial Training Fund, Akure


June 1-3, 2011

· Mandatory Continuing Professional Education Programme organised by 


Nigerian Institute of Management, Lagos





Nov 26-27, 2002
· Grants and Reimbursement Workshop organised by Industrial Training Fund, 


Ibadan









July 2002

· Trainers’ Clinic (Train the Trainers) organised by Tom Associates Management 


Education Centre, Anthony, Lagos






Jan 9, 2002

· Mandatory Continuing Professional Education Programme organised by 

Nigerian Institute of Management, Lagos





Feb 14, 2001
COMPUTER LITERACY:

Trained and have excellent skills in the use of WINDOWS 2007, 2010, 2013 versions, PageMaker, Microsoft Word, Microsoft Excel, Microsoft PowerPoint, CorelDraw and internet surfing.

COMMITTEE MEMBERSHIP
· Secretary, Committee on Security Matters, University of Medical Sciences, Ondo


- 2021
· Member, Space Rental Allocation Committee, University of Medical Sciences, Ondo


- 2020-date
· Member, 2021 Budget Planning Committee, University of Medical Sciences, Ondo


- 2020

· Secretary, Committee on the Review of Staff Conditions of Service, University of Medical Sciences  
- 2019-2020
· Member, Committee on the Screening of Underwriters & Brokers, University of Medical Sciences  
- 2019

· Member, Staff Audit and  Verification Exercise Committee, University of Medical Sciences, Ondo  
- 2019
· Secretary, Appointments, Promotions & Disciplinary Committee (Junior Staff), University of 
Medical Sciences, Ondo  








- 2017-2020
· Member, Operating Budget Committee, University of Medical Sciences, Ondo      


- 2017-2019
· Member, Ceremonial Committee, University of Medical Sciences, Ondo   
   


- 2015-2016

· Secretary, Chapel Management Committee, Wesley University, Ondo 



- 2015

· Secretary, Parents Staff Forum, Wesley University of Science and Technology, Ondo     

- 2013-2015

· Member, Restaurant Management Committee, Wesley University of Science & Technology ,Ondo      
-2013-2015
· Secretary, Annual Report Committee, Wesley University, Ondo 
 



- 2013-2015

· Secretary, Management Committee, Wesley University, Ondo 




- 2013-2015

· Secretary, Strategic Planning Committee, Wesley University, Ondo 




- 2015
· Secretary, Annual National Conference Committee, Wesley University, Ondo  


- 2011-2015
· Member, Admissions Committee, Wesley University, Ondo      




- 2011-2015
· Secretary, Disciplinary Committee, Wesley University, Ondo    
 



- 2011-2015
· Member, Ceremonial Committee, Wesley University, Ondo      




- 2011-2015
OTHER SOCIAL ACTIVITIES
· Women Coordinator, RCCG, World Changers’ Sanctuary, Ondo




- 2019-date
· Vice-Chairman, Nigerian Institute of Management (Chartered), Ondo City Chapter


- 2019-date
· Public Relations Officer, Nigerian Institute of Management (Chartered), Ondo City Chapter

- 2017-2019

· Assistant HOD, Training & Development Department, RCCG, World Changers’ Sanctuary, Ondo
- 2017-2019
· HOD, Hospitality Department, RCCG, World Changers’ Sanctuary, Ondo



- 2017-2019
· Sunday School Teacher, RCCG, World Changers’ Sanctuary, Ondo




- 2016-date

· Women’s Programme Coordinator, RCCG, World Changers’ Sanctuary, Ondo


- 2016-2019
· Vice-President, UNIMED Staff Cooperative Multipurpose Society, Ondo
             


- 2016-2018
· General Secretary, Wesley University Staff Cooperative Multipurpose Society, Ondo
             

- 2012-2015

· Pioneer President, Women’s Group, Wesley University, Ondo       




- 2011-2015
EXTRA CURRICULAR ACTIVITIES:
Singing and making friends.
REFEREES:

1.
Mrs. Chioma Chukwunenye Obasi

Registrar,

Wesley University,

P. M. B. 507, Ondo City, 

Ondo State.

(08037188985; 08052592064

chychyoji@gmail.com

2.
Mr. Emmanuel Olukayode Akindele

Registrar,

Redeemers’ University,

P. M. B. 230,

Ede, 

Osun State.

(08033957092

registrar@run.edu.ng

3.
Mr. Gabriel Adeyemi Awe

Registrar,

Federal Polytechnic

Ile-Oluji, 

Ondo State.

(08033656170

adeyemiawe@gmail.com
CURRICULUM VITAE
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