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MINUTES OF LINE MANAGERS’ MEETING

DATE:		Thursday, 7th April 2016
VENUE:	Board Room


ATTENDANCE
1. Olusegun OMOSEHIN	- Managing Director 
2. Biyi ASHIRU-MOBOLAJI	- DGM, Business Development 
3. Nomwen EMEGHALU	- DGM, Corporate Marketing (CM)
4. Betty AKINYEMI-SANYA	- AGM, HR/Admin 
5. Abayomi OGUNWO		- AGM, Finance & Accounts (F&A)
6. Joseph OLADOKUN		- AGM, Technical 
7. Shemaye ABODERIN	- Controller, HR/Admin 
8. Babatunde AYODEJI	- Controller, Corporate Marketing
9. Titi AKINSIKU		- Controller, Technical
10. Jude OSEAFIANA		- Controller, Corporate Marketing
11. Folasade OKE		- Controller, Lagos Business District 
12. Adetutu ARUSIUKA		- Controller, Retail Channels 
13. Ellen OFFO			- Senior Manager, Corporate Communications
14. Kolapo OLLA		- Senior Manager, Special Risks 
15. Bunmi ADIO		- Senior Manager, Corporate Marketing 
16. Yinka AKINWALE		- Senior Manager, Reinsurance
17. Tunde OGUNTADE		- Senior Manager, MD’s Directorate
18. Adefemi ADEJOLA		- Senior Manager, Internal Audit
19. Edwin ALOHAN		- Senior Manager, HR Retail Opebi
20. Stephanie KADIRI		- Manager, Human Resources
21. Adekunle FOWOKAN	- Manager, Corporate Marketing
22. Kemi OGUNDEJI		- Manager, Claims 
23. Olusoji ABIOLA		- Manager, Transport & Logistic
24. Sam-Bayo IMONIDE		- Agency Manager, Retail
25. Kemi BEJIDE		- Deputy Manager, Lagos Business District (LBD)
26. Rashidat ADELEKE		- Assistant Manager, Customer Service 
27. Uche NWEJIKE		- Assistant Manager, HR Retail
28. Adekunle Adelowo		- Senior Executive, Legal Services
29. Dayo OSILAJA		- Executive 2, ICT



APOLOGIES
1. Ademola IFAGBAYI		- DGM, Retail (OFFICIAL ASSIGNMENT) 
2. Jide IBITAYO			- DGM, Corporate Services (LEAVE)
3. Femi FAPOHUNDA		- Controller, ICT (SICK) 
4. Ileni MOMOH			- Deputy Manager, Assets & Facility (LEAVE)
5. Segun OGUNBAJO		- Deputy Manager, ICT (LEAVE)



OPENING
The meeting commenced at 7:15am with an opening prayer by Shemaye Aboderin. 


MINUTES OF THE LAST MEETING
Minutes of the last meeting held on Thursday, 3rd March 2016 having been previously circulated were corrected and adopted.


	
UNIT UPDATES & MATTERS ARISING FROM THE LAST MEETING

	· MATTERS ARISING
· DGM, Corporate Marketing suggested that HR should send a reminder to all staff as regards proposals for the Website upgrade.


1. INFORMATION COMMUNICATION TECHNOLOGY (ICT) – Dayo Osilaja

· COMPLAINTS 
· AGM, Technical said the Claims module is still not completed.

· Controller HR/A said the EHRM has be frustratingly unresponsive.

· Controller, LBD said they had asked for a scanner for over 2 months but were yet to get a response. 

· AM, HR Retail said the Retail Agents are unable to receive/send mails and ICT is yet to come through on rectifying the issues despite complaints.

· SM, Retail Opebi stated that he had asked for a corporate email address for his Agents but is yet to receive any resolution. 

· AGM, Technical said there are still delays in uploading policies to NIID which is causing a lot of embarrassment to clients and even the Company. It was suggested that marketers should often check for their clients pending when the issue is eventually resolved by the ICT department.

· AGM, HR/A complained about the inability to send/receive mails between General Business and Life.
    

2. TECHNICAL –  Taken by Joseph Oladokun
· REPORTS
· There are now furniture at the Retail Desk and ICT was expected to install the systems after which the team will take position. The Retail Agents will be notified of the physical movement.

· Brokers are not giving credit notes on time which is causing issues with NAICOM. DGM, Marketing suggested that Technical should provide a list of the Brokers that are defaulting and then have a time frame for Marketers to work on them.

· COMMENTS
· AM, HR Retail said some agents are told off that their businesses cannot be treated. Controller, Technical said the Agents usually bring unrealistic demands.

· Controller, Retail Channels said we should be more accommodating to clients who bring vehicles for motor insurance with seemingly depreciated values. It was added that at each renewal, Technical must take cognisance of the market value before proceeding.

· AGM, HR/A mentioned that one of the feedback from the Strategy Session facilitated by Enahoro Okhae brought out that there are a lot of delays with Claims settlement. AGM Technical said they are still short-staffed to handle the magnitude of the Claims activities. Nonetheless, there have been some improvement over the last 3 months.

· Controller LBD asked that Technical should endeavour to respond to mails promptly as she often deals with her clients via mails.


3. CORPORATE MARKETING –  Taken by Nomwen Emeghalu
· REPORTS
· Controller, Corporate Marketing stated the pending issues with internet access.
· DGM, Corporate Marketing complained about immobility due to unavailability of fuelled cars. Manager, Transport & Logistics explained that the filling station ran out of fuel as Mutual is not the only retainer they have. Nonetheless, the unit is working at getting alternative solutions.

· COMMENTS
· SM, Internal Audit commended DGM, Corporate Marketing for ensuring compliance of marketers to various processes. However, he complained that requesting commission on gross instead of net will no longer be acceptable.


4. RETAIL AGENCY –  Taken by Edwin Alohan
· REPORTS
· There are still ongoing trainings for new marketers and there will be a 1st quarter review on Friday.
· He said there are a lot of fake 3rd party certificates in the market.

· COMMENTS
· AM, HR Retail expressed concerns about retaining Agents and pushed yet again for stipends to be paid to agents. She added that they are yet to receive their March Allowance. AGM, F&A confirmed that payments have already been paid.
· SM, Retail Opebi said there is the need to engage Unit Managers who have good track record and can adequately motivate people to stay the course.
· SM, Special Risk narrated that one agent left after 3months because of poor orientation. Controller, LBD added that some people do not know that they are coming to do agency jobs so run away after they realise that.
· Controller, Travels suggested that a reappraisal and retention process should be put in place.  
· It was suggested that Retail should be moved away from the General work area to avoid them comparing themselves with regular corporate marketers and allow them see the business possibilities from their own perspective. They should be merged with Opebi agency.


5. RETAIL CHANNELS –  Taken by Adetutu Arusiuka
· REPORTS
· Work is going on well. There are now staff in Abuja and 10 agents have been recruited. The vision is to build Abuja, Warri and Calabar to be like the Ikoyi outlet. The Town Planning office is in full operation and more walk-in customers are anticipated.
 

6. FINANCE & ACCOUNTS – Taken by Abayomi Ogunwo
· REPORTS
· We are running behind schedule for our external audit. Hopefully, it should be concluded in the coming week.
· 1st quarter report to go to NAICOM is due by the end of this month.

· COMMENTS
· F & A was commended yet again for prompt payment of March salary.
· DGM, Corporate Marketing reminded everyone of the need to bring in business to the Company to support/sustain cash flow.


7. HUMAN RESOURCES/ADMIN – Taken by Betty Akinyemi-Sanya
· REPORTS
· Furniture has been delivered for the Claims Desk operations and sincere apologies were expressed.

· Work on the 1st floor is in full progress although the major works are carried out at night to avoid disturbances during official hours. Hopefully, the renovation should be concluded by May ending.

· The process to acquire a prepaid meter is still ongoing. Payment has been made and now await the authorities to carry out the necessary inspection and thereafter deliver the meter.

· Annual appraisal have been concluded and the promoted staff have been notified. She also mentioned that a new step has been added to each cadre to allow for more lateral growth.

· Two new staff were employed – An Executive 1 officer in Corporate Communication department and a Senior Clerical Officer in Travel Insurance department.

· The Glo “Closed User Group” plan for all staff has taken off. Sim cards have been distributed to some staff. It is geared to make communication faster and cheaper amongst staff.

· COMMENTS

· DGM Marketing asked to know the number of years required before a staff can be considered for promotion. AGM HR/Admin responded that the parameters was previously set at a 2-year interval. However, it was increased to 3 years this year considering the economic times. She added that there were some exceptions on persons whom the Management believed performed exceptionally well and to foster succession planning.

· AGM Technical pointed out that the introduction of a new steps in grade levels will mean that a staff will spend more time on a particular grade which will negate the promotion policy of the Company. AGM HR/Admin stated that the new steps has repealed the promotion policy.

· Controller LBD asked to know if the emergency exits are still functioning as the reconstruction of the first floor in Aret Adams House is ongoing. DM, Assets & Facilities affirmed that they were functioning.

· AGM Technical complained that the intercom lines have not been working properly in his department. DM, Assets & Facilities responded that the problem is being resolved. AGM HR/Admin noted that staff should be reoriented on how to place the receiver so it does not seem engaged. In addition, Intercom lines in the office will be expanded because of the impending relocation of Mutual Life Company to Aret Adams House.

· SM, Special Risks noted that his line was shut down for hours as a result of the CUG plan which for him was not good for business. The ICT representative responded that the shutdown was as a result of the migration of the numbers to the CUG plan been carried out by Glo.

· Controller HR/Admin complained about Technical department does not notify HR department when they redeploy staff within the units in the Technical department. AGM Technical stated that it would be done going further.

· AGM Technical complained about inadequate stationeries which was affecting their daily operations. Manager, Transport & logistics responded that there was a mix up in the budget and explained that his unit’s budget was merged with that of Corporate Communications and that the latter had exhausted the allocation. DGM, Corporate Marketing stated that as long as it is in the interest of the Company’s business, the budget matters should not interfere.

· AGM Finance & Accounts explained that the budget for the two units are the same. He added that such urgent and important bills should be forwarded to him for immediate approval. He also admonished that everyone should study the Company’s mode of operation and work towards being proactive when requesting/seeking for approvals.


8. INTERNAL AUDIT – Taken by Adefemi Adejola
· REPORTS
· SM, Internal Audit reminded everyone of the process flow for budget clearance on administrative expenses. He explained that all administrative expenses should go through budget clearance before seeking verification from internal audit. He added that branch expense are handled by HR.

· COMMENTS
· The SM, Special Risk queried the thoroughness of salary checks as he complained that his leave allowance was paid twice. 

· SM, Internal Audit stated that it would be thoroughly looked at going forward. Controller HR/ADMIN explained that the second leave allowance paid was taken as his leave allowance for 2016, stating that it is not a mistake.

· AGM Finance & Accounts stated that the process of salary preparation was always rushed. He stated that it should be passed to the Internal Audit department no later than the 18th of each month in order to give the department ample time to effect thorough checks. He advised all the concerned parties to be meticulous.

· SM, Internal Audit, in response to DGM Marketing’s question, stated that his team required 3days to verify the salary schedule.

· AGM HR/ADMIN noted that a more robust ICT backing be put in place to address the issue. DGM Marketing advised that the IT and HR departments should look into the salary issue together and come up with a positive solution to the issues raised. She also advised on more thoroughness in the verification of salary schedule.


9. CORPORATE COMMUNICATIONS – Taken by Ellen Offo
· REPORTS
· SM, Corporate Communications thanked all for participating in the recording session. She added that a model release form would be signed by everyone to discourage and prevent any form of lawsuit against the Company.
· Branded shirts were distributed to all staff except those on leave and the drivers.

· COMMENTS
· DGM Marketing asked to know what is been done about shirts given to contract drivers who have been relieved of their jobs. SM, Corporate Communications stated that the branded shirts and ties should be retrieved from the outgoing drivers. She added that HR should also assist in retrieving the branded shirts and ties from outgoing staff and Interns.

· P.A to MD advised that the retrieved t-shirts should not be recycled. SM, Corporate Communications responded that the retrieved t-shirts are not recycled but are only retrieved to ensure they do not get into the wrong hands.
DGM Marketing advised that staff be reoriented not to give the branded shirts and ties to outsiders 
[bookmark: _GoBack]
10. LEGAL SERVICES – Taken by Adekunle Adelowo
· REPORTS
· No report.


11.  LAGOS BUSINESS DISTRICT – Taken by Folasade Oke
· REPORTS
· Controller, LBD complained about the demarcation between the glass and the board at the entrance of the branch office stating that it harboured dirt which the janitors are unable to reach due to adequate access. She had laid a complaint to DM, Assets & Facilities and it was suggested that adverts be placed in the space to cover the dirt.

· She pleaded for new cars for the marketers at the branch office.

· Security guards do not have adequate shelter especially when it rains.

· COMMENTS
· Head Corporate Communications noted that the demarcation was not part of the plan and was even badly done. She added that there may be a need to remove the demarcation.
12. CUSTOMER SERVICE – Taken by Ayomide Odeyemi
· REPORTS
· AM, Customer Service complained about the gutter behind her office and explained that there is a small hole that exposes the office to the offensive smell.

· CRM software was requested but still no response from Management.

· She called on the Technical department to assist in the collection of data of customers and added that some of the data supplied to the unit were not correct.

· COMMENTS
· Controller, LBD asked to know how a certain Broker’s number was obtained and subsequently contacted for the renewal of a particular business at a lower rate. AGM Finance & Accounts responded that the number may have been obtained from a renewal notice. He complained that renewal notices are carelessly handled and can be easily accessed by any cunning smart.

· DGM Corporate Marketing advised that renewal notices should be guarded jealously in other to prevent such embarrassment. She also advised that marketers should be discouraged from the practice of offering a lower rate for an existing business and added that the competition should not be within.


13. AOB:
· AGM HR/ADMIN enjoined all Heads of departments to encourage staff in their respective departments to attend prayers and other Company activities. She added that the prayer time should be taken as a major activity and be made a part of their work culture.

· DGM Corporate Marketing advised HR to come up with ways to encourage staff to attend prayers and Company activities without the need for punishment.

· SM, Corporate Communications said dress codes were often abused particularly by senior officers and called for necessary adjustments to be made.

 
The meeting ended at 10:20am with a closing prayer taken by Kunle Adelowo.
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