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         CURRICULUM VITAE
Contact Numbers: 

Email Address: farakh.112315@2freemail.com 
FARAKH 
Objective




____



_______________ Looking for a KEY position in a professionally managed and dynamic organization where I could use my creative skills to mutually benefit the organization and fulfill my career aspirations. The salary is negotiable.
	5 years of hardcore experience in Human Resources, Management and Office Administration in G.C.C. especially in U.A.E. and K.S.A.  An educator and teacher. Having proven ability to develop organizations. 


Qualification








· M.A. – English Language and Literature, Islamia University Bahawalpur .
Computer Skills
Sound Working Knowledge of,
· MSWord
· MS Excel
· MS PowerPoint
· MS Outlook Express
· HR Management Information System
Languages:

· Urdu (Hindi)
· English

· Arabic   (fair)
HR SKILLS:

· RECRUITMENT
Make sure to place right man at right place. Focus Recruitment Metrics.
· TRAINING/EDUCATING Staff
Being educator, having ability to train the employees.
· Organization DEVELOPMENT
Having new ideas to develop and improve the system.
· COMMUNICATION
Possess good interpersonal and communication skills.
· PERFORMANCE MANAGEMENT
· POLICY MAKING
Prepare Policies in line of senior management directions
· TEAM BUILDING, RETAINING

Having ability to defuse tension and dissolve disputes between management and employees.
· HR BUDGETING

Prepare different Departments HR Budgets. 
· PAYROLL

Monthly transactions and salary slips.
WORKING HISTORY

May. 2009 – To Date   
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Recruitment / HR Officer

TASHEED HOLDING HO, Abu Dhabi 
Main Responsibilities:

• Recruitment Planning 
- Work with hiring managers to complete Requisition Forms and Job Descriptions for all vacancies
- Identify recruiting channels to target specific roles and negotiate pricing 

• Recruitment Administration, Maintain:
- All Job Descriptions on the shared drive
- A requisition log recording all vacancies 
- Assist in monitor hiring as compared to the budget and ensure adherence to the Staffing Plan
- Source and negotiate contracts with local recruitment firms and job boards / CV databases
- Maintain the Organization Chart 
- Receive and respond to external communications regarding recruitment services
- Add unsolicited CVs to the CV database

• Recruitment Reporting
- Maintain and update the Weekly Recruiting Report
- Maintain CV traffic statistics including sources of CVs and efficiency of advertisements 
- Maintain the internal listing of jobs. Send a quarterly email reminder to staff

• Candidate contact / communications
- Maintain ongoing contact with candidates under consideration
- Ensure confirmation of receipt of CV / regrets are sent

• Sourcing
- Maintain CV database
- Identify candidates
- Screen CV's
- Conduct Phone interviews and qualify candidates
- Draft and file all recruitment notes and candidate profiles
- Further develop forms related to requisition of staff, interview assessments, references… 

• Job Offers
- Conduct references / degree verifications

• Misc.
- Other Tasks as assigned
- Participate in Team Building Committee activities
- Act as a proactive force in ensuring that the TASHEED's nondiscrimination policies are followed in all matters related to recruitment

• Employee Relations
- Interpret and apply policies contained in the Staff Handbook to resolve employee questions and concerns.
· Providing professional HR/ Recruitment support to all Tasheed subsidiaries.

· Preparing job descriptions and advertisements, and announce them in the media.
· Screening, short-listing, interviews, preparation of Offers, arrangement of Papers for visa.

· Giving regular feedback about the recruitment process to the concerned Department Head.
· Preparing job offers and employment contracts.
Aug. 2007 – April 2009  
  ___
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Recruitment / HR Officer
MAPCO HO, Abu Dhabi


· Providing professional recruitment support to various branches
and projects.

· Preparing job descriptions and advertisements, with relevant
experience in recruitment solutions.

· Mass recruitment campaigns, screening CVs and short-listing
candidates.

· Selection processes like conducting interviews, etc.
·  Negotiating employment offers and preparing job contracts.
· Entire hiring process from resource planning to mobilization of
recruits to the project locations.
· Latest existing Ministry of Labour employment rules &
relevant changes.
· Updating Staff attendance records in HR data base.
· Generating the pay slips and payroll for Business Department employees.
· Preparing Staff leave settlements, travel expense encashment, accommodation advances and education allowances.
· Time Attendance Management.

· Maintaining leave records and updating leave entitlement of employees.
· Preparing confirmation letters for employees when completing the probation period satisfactorily.
· Prepared and updated the Job Descriptions.
· Handled the Induction program for the newly hired employees.
· Insured the implementation of HR Policies in the Company.
· Helped in designing the performance appraisal system and briefed employees accordingly.
· Issuing ‘employee salary details' letters to banks /embassies/Immigration etc.
· Handled and prepared petty cash monthly reports for HR department
· Generating salary slips

Mar. 2004 - Apr. 2007      

HR Administrator

Al-Oasis Contracting Company, Dammam (SAUDI ARAMCO)
(SAUDI ARAMCO)

- Manage Human Resources activities or administer policies according to executive level direction. Also responsible for developing programs or policies. Manage compensation and benefits, employee relations, staffing, training, safety, labor relations and maintain employment records, supervise organization human resources staff. Direct implementation of human resource policies, programs and procedures.  Advise management and employees on issues or problems relating to human resources. 

Implement and manage HRIS (human resource information systems) both at Macro level and Micro level. Maintaining Employee  data of age, sex, health, leaves, performance, date of interview, date of joining, medical conditions, education, training, grading, promotions, payroll data, termination data,  resignation data, compensation reports, absenteeism reports, skill inventories, management inventories, human  resource development reports. 

Performance Management and Reward Management.
, screening, interviewing, selection, training and placement activities. Arrange advertisements through media and employment agency services. Direct the employee relations function. Develop employee relations policies and ensures consistent application of company policies and procedures. Perform internal audits and take appropriate action to correct any employee relations issues.  Manage dispute resolution procedures. Psychometric testing of employees to manage the Training function and ensure the training and development of all employees is reflected through profitability and expansion of the company.
· Custodian of personal files, passports and filing the documents in the respective files

· Renewal of Passports and processing of Visas

· Arrange signing of contract between employees and the company

· Processing of contractual and emergency vacation, exit, re-entry, arrangements of air tickets, and dues clearance from Accounts department

· Assignments of duties and transfer of employees from different projects to the right place

· Monitoring the company’s manpower requirements and coordinate with the higher management and the rental companies to arrange and manage manpower availability and its distribution.

· Processing employee’s medical insurance cards and Saudi Aramco Identity Cards

· Processing the insurance of all new vehicles and heavy equipment. And renewal of insurance policies

· Responsible to process salary increments, deductions, warning and appreciation letters etc. Office maintenance, office supplies, petty cash, and General administration

· Supervision of Office Store

· Documentation and Filling, handling of documents.

· Dealing with sub-contractors and customers.

2000 - 2003      

Branch Manager, Sargodha Branch
Oasis International Pvt. Ltd.
General Administration, Responsible to co-ordinate the four sections Sales, Computer section, Stores and Accounts section of branch and ensure the smooth functioning of branch. custodian of all branch keys safe keys, make sure that the office opens at time all the staff reach in time check roll call register, record keeping of  leaves and overtime etc.
· Supervision, Promotion, Planning & Management of sales. Give directions to sales manager to improve sales, explore new markets and devise sales strategy to compete the other brands introducing new incentives, gift schemes, and discounts in rates.
· Distribution, make sure that it occurs as per policy and planning, make sure that all the delivery vans leave the premises without failure as per schedule. Monitoring of stores and follow up orders, coordinate with head office for the distribution of goods. 
· Cash handling, It was about 40 million rupees branch and all this cash was transferred to head office with my signatures. It was very sensitive position requiring responsibility, honesty and trust. On daily basis, I have to co-ordinate with the cashier and make sure that the cash is transferred to head office without failure and delay the next day. 
· Dispute resolving, worked as a bridge between the higher management and the employees and resolve the disputes.
· Payments of outstanding bills follow ups with the customers to make payments for outstanding bills.
1990 - 2000      

Lecturer in English (Govt. Officer)

Baluchistan Residential College

· Teaching English Language & Literature as a subject at Intermediate Level

· Hostel Warden, smooth running of hostel, maintenance of hostel, monitor cleanliness, discipline, management of hostel mess, supervision of zero periods, coaching and counseling of the students at individual level.
· Treat the students psychologically and try to resolve their personal problems by co-ordinating with their parents.
STRENGHTS
· Excellent team leader and member with good leadership qualities

· Aggressive and innovative approach and having a desire to do something better than existing

· Comprehensive problem solving abilities

Personal Information








Date of Birth

: 17th Nov., 1964
Religion

: Muslim
Nationality

: Pakistani
Marital Status

: Married

Hobbies

:  Listening Music / Reading Books / Traveling and Painting 

Traveling

: Germany / Denmark / Saudi Arabia / UAE

References

: Will be furnished upon request
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