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OBJECTIVE		
A challenging role with an established organization

[bookmark: _GoBack]
SUMMARY
· 10 years of HR experience with Marriott, Rotana, and JA Resorts & Hotels
· Overall 18 years of HR experience, and expertise in all HR functions/responsibilities in the UAE market
· Experience with major HR packages and computer environments including HRIS and Oracle
· Responsible for HR planning and budgeting, recruitment, induction, orientation, administration and leave management, disciplinary procedures, visa processing/renewals, retention and motivation, performance appraisals, exit interviews


AREA OF EXPERTISE 		
	Talent Acquisition 
	Compensations & Benefits Administration
	Training & Development

	Performance Management
	Employee Relations & Counseling  
	IR/Labor Handling

	Succession Planning  
	Policies & Procedures Development
	Manpower Budgeting

	Employee Mapping 
	Change & Restructuring 
	Administration

	Oracle ERP
	HRIS
	MS Office  



EXPERIENCE

Jan 2016 – to date 		Rain bow Gulf Solutions					Dubai, UAE
[image: http://www.rgsuae.com/wp-content/uploads/2016/01/RGSUAE.png] Business Development Manager 
· Handling Digital Media Marketing activities


[image: https://fbcdn-profile-a.akamaihd.net/hprofile-ak-xap1/v/t1.0-1/c11.0.160.160/p160x160/1528634_610729515665066_247490393_n.jpg?oh=980e3ae6593147a9097dbfb7c4be2cee&oe=55492A3E&__gda__=1431591436_abdca330778af2c1ecb89b163d160002]Feb 2015 – Nov 2015		Al Waseet Services					Dubai, UAE
Marketing Manager
· Handling all Marketing related activities


Apr 2013 – Dec 2014		Meridian Global International 				Dubai, UAE
[image: https://encrypted-tbn0.gstatic.com/images?q=tbn:ANd9GcTGgaTOSwdc6T4SE3VvjsEHSnOyGfRgpXgoHkj2kBBpV-8VgP9H]Sales Executive
· Handling all Sales related activities






May 2012 – Dec 2012		JA Resorts &Hotels					Dubai, UAE
[image: http://3.bp.blogspot.com/-ZmlHhfFOgRQ/UGojTXNSBbI/AAAAAAAANoQ/3_hTBcjfZ5g/s1600/Jebel+Ali+Resorts+&+Hotels+logo+2012.png]Corporate HR Officer
· Handled employees relations, HR administration, leave management, increments, promotions, transfers, Insurance, Air tickets, employees data updates, employee orientation 
· Conducted Interviews, screened resumes, grievances, exit interviews, performance appraisals
· Organized sports events, staff functions



Feb 2011 – Apr 2012 		Whitemoon Trading					Dubai, UAE
[image: https://encrypted-tbn0.gstatic.com/images?q=tbn:ANd9GcSqBAhPFd9VMgRlkhSA6_78gWTYHWZ3DkNU1sSm94FGlBYqXauzjA]HR Officer (Acting Manager)

· Managed recruitment, compensation & benefits, performance appraisals, 
job descriptions, HR policies
· Conducted Interviews, grievances, exit interviews, counselling, and employees welfare


Aug 2008 – Dec 2010 		Amwaj Rotana (pre-opening)				Dubai, UAE
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· Assisted overall operation of HR Department, HR budget, induction process, exit interviews, employee database, HR periodic reports, job descriptions, training sessions, and development
· Assisted in recruitment, screened resumes, interviewed, maintained Rotana’s career website
· Worked on visa processing/renewals, food handler medicals, health cards, pre-employment medicals
· Prepared monthly reports of visa reconciliation and passport inventory 
· Assisted employees welfare committee in planning and organizing sports, social and welfare activities
· Encouraged professional standards of employee conduct and coordinated disciplinary procedures
· Monitored the employee cafeteria for the quality, variety and nutritious value of the food served
· Maintained up-to-date records of all contracts, leases, licenses, cafeteria, pest control treatment 
· Ensured all assets were well maintained, submitted the Accommodation Occupancy Report as planned


Mar 2003 – Aug 2008 		Karachi Marriott Hotel					Karachi, Pakistan
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· Handled recruitment, compensation & benefits, performance appraisals, 
policies and procedures, job descriptions
· Conducted Interviews, grievances, exit interviews, counselling, employees welfare
· Assisted overall operation of HR Department, HR budget, induction process, exit interviews, employee database, HR periodic reports, job description, training and development
· Handled employee relations, HR administration, leave management, increments, promotions, transfers, Insurance, employee data updates, andemployee orientation 
       Organized sports events and staff functions






Apr 1995 – Feb 2003 		B.S. Trading,part of ASAHI Group			Karachi, Pakistan
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· Assisted overall operation of HR Department, HR budget, induction process, exit interviews, employee database, HR periodic reports, job description, training sessions, and development
· Learned and then directly executed leave management, increments, promotions, Insurance, employee data updates, employee orientation, and other HR administration activities

EDUCATION
[image: https://encrypted-tbn3.gstatic.com/images?q=tbn:ANd9GcRqWOkxZ7HWxSsYi6SBKHhL1-DM0KfYKeenoLYF2V-RpAL758Z0tA]2005 – 2007 			Karachi University					Karachi, Pakistan
Bachelor’s in International Relations


TRAINING
· Managing Employee Development				2009
· Business Conduct and Engagement				2008
· Human Resource Management: Concept and Practices	2005
· Fire Fighting and First Aid 					2004


REFERENCES
Available upon request
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