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HR & ADMINISTRATION EXECUTIVE
PROFILE

· 6 years of experience in HR & Administration with commendable performance and proven results in UAE and Pakistan.

· Certified Human Resources Professional (CHRP) certification in American Certification Institute, USA.
· Naukrigulf certified Recruiter Naukrigulf.com 
· Professionally qualified with a Master of Science in Mass Communication & Bachelor of Business Administration.

· Currently associated with one of the reputed business groups in UAE (Al Yousuf Group)

· Have a great exposure working on Oracle ERP & MS Office applications.

· Extensive background in HR generalist affairs, including experience in employee recruitment and retention, staff development, mediation, conflict resolution, benefits and compensation, HR records management, HR policies development and legal compliance.

· Demonstrated success in negotiating win-win compromises, developing teambuilding programs, and writing personnel manuals, corporate policies, job descriptions and management reports. 

· Creative designer of work flow systems, to eliminate duplication of effort and increase proficiency and productivity of employees.

· Possess demonstrated ability to work effectively and congenially with employees at diverse levels.

· Adherence to deadlines without sacrificing quality of output.

· Systematic and methodical approach to work.

· Prioritization of work and perfect time management.

· Expert in interdepartmental liaison and coordination.

· Professional attitude with excellent communication and interpersonal skills.

HR SKILLS & COMPETANCIES 
· Staff Recruitment & Retention

· Employee Relations

· Alternative Dispute Resolution (ADR)


· Benefits Administration

· HR Program/Project Management

· Orientation & On-Boarding

· HRIS Technologies

· Training & Development

· Performance Management

· Organizational Development

PROFESSIONAL EXPERIENCE
Al Yousuf Group – DUBAI - UAE
HR Executive, From NOV-2014 to Present
As a Human Resources Executive I am involved in multitasking through actively participating in the recruiting process, analyzing employee turnover and retention, addressing employee matters and organizing work activities for a company. My position is responsible for preparing and coordinating any functions pertaining to employment, compensation, labor negotiations and employee relations. As a HR I am playing an active role in formulating methods to improve employment policies, processes and practices as well as recommending changes to management.

Key Responsibilities:
· Assist the HR Manager on delivering HR Business Plans.

· Employees first point of contact for any concern, clarification, grievances that will be addressed to the HR Manager.

· Assist HR Manager in setting up KPI’s for whole Group especially Senior Managers.

· Prepare Reports for each department for review and follow up of the KPI’s and appraisals ensure their timey submission/ closure as per deadline.

· Facilitate employees queries related to KPI setting and performance appraisal.   

· Coordinate development and maintain job descriptions for all employees.

· Maintain hard and soft copy of HR files for all employees.

· Coordinate Performance Reviews for all employees.

· Draft HR reports by assembling, preparing and analyzing data.

· Liaise with PRO on all aspects of visa requirements.

· Coordinate on-boarding and induction of new employees.

· Assist HR manager in ensuring compliance with employment requirements as per Labor Laws.

· Assist HR manager in reviewing and implementing company Policies and Procedures in line with the business requirements.

· Assist in recruitment methods and selection interviews as requested.

· Perform other HR related tasks that may be assigned.

· Oracle Payroll on Monthly basis for the whole group

· Excellent communication skills and developed good relationships with Employees.

· Oracle Self Service Human Resource queries like Salary Certificate Issuance

· Responsible to carefully handle receipts, invoices, payments and maintain records through data entry and filing

· Assisted with the PRO for the Employees related issues on daily basis.

· Good written/verbal communication – Proficient in presentation, writing and/or editing manuals.

Telenor – Islamabad, Pakistan
HR Payroll Assistant Feb-2011 to OCT-2014 

Handle the Oracle HRMS Payroll register including all cash and credit plus refunds and exchanges to the employees.

· Assist the Oracle Implementation team with the formulas and explain the logic to write the formulas so that they can implement in Oracle E Business Suite.

· Handle notifications on daily basis and made sure that they hit the specific element entry

· Developed new prospects and interacted with existing employees. 

· Handled phone inquiries from Accountants after the payroll and solving their queries. 

· Perform daily opening and closing procedures for the HR and Payroll Department.

· After the Implementation worked with the consultants and minimized the time for payroll processing by efficiently using the payroll elements
EDUCATION & CERTIFICATIONS

· BBA (Bachelors in Business Administration), University of Lahore, Islamabad Pakistan Campus in 2009.

· Master of Science in (Mass Communications) , National University of Modern Languages in 2012

· Certified Human Resources Professional (CHRP) American Certification Institute, USA
· Naukrigulf certified Recruiter Naukrigulf.com 
Professional Development:

· Complete ongoing training in the areas of compensation and benefits, employee and labor relations, leaves of absence, workers' compensation and workplace safety/security.

Computer Skills:

· HRIS applications (Oracle Fusion Oracle Core Human Resource, Oracle Self Service Oracle Payroll, Oracle ERP)
· MS Office (Word, Excel, PowerPoint, Access, Outlook)
Languages:
English, Urdu & Hindi
Personal Profile:

Date of Birth
: 9th Oct, 1984
Nationality
: Pakistan

Status

: Married 
Visa

: Employment
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