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OBJECTIVE

I had learned from my experiences to be objective oriented individual, who loves to coordinate his working activities through hard work and dedication towards his work and to follow organization trends and team work to achieve organizational goals. I am a fun loving individual. But my best asset is to treat my team members as family and support them, guide them, learn from them and most important hear them out.
EDUCATION & QUALIFICATION

· Bachelors In Business Administration From COMSATS University Pakistan.

· ICS From Pine Hills College Pakistan.

· SSC from Al-Manahil School Al-Ain, UAE.

PROFESSIONAL EXPERIENCE AND SIGNIFICANT ACHIEVEMENTS



Mammoet.









2012-2014

Jabel Ali, Dubai, UAE

Regional Administrator for group of companies,
(Additionally job of Planner and Supervisor was assigned to me).

· Develop and review project status and reports, excel in public relation, human resource and procedures administration, 

· Record and target security permissions for manpower and equipment,

· Responsible for filing of all documentation ,

· Record all inspection data related to the authorities (MOL, Police etc.),

· Recording all official correspondence including relevant mails & letters, 

· Document Clearance of Labor, Health and Immigration Departments,

· Arranging and extension of work visas/visit visas of all employees,

· Monitor the expiry of employees visa and expiration data,

· Arrange and monitor the medical of employees for visa purpose,

· Assistance with visa cancellation of resigned and terminated employees.

· Advising the management on MOL laws and policy matters.

· Monitor and control departmental expenses,

· Scheduling all service staff,

· Recruitment, Mobilization and induction of new employees,
· Terminations and resignations, Promotions and transfers, 
· Salary, compensation and benefits,
· Performance issues, Advise department heads on HR issues and local laws, Arrange training and monitor training data,
· Staff welfare and counseling, solve conflicts, Policies and procedures,
· Personnel planning, HR Systems,
· Writing job descriptions,
· Organizing staff events (annual party, team building etc),
· Point of contact for HR HQ and other client entities, 
· Administration of car and hotel requirements and rates,
· Check and sign off invoices, monitor expenses,
· Insurance packages and rates (health, fleet, building, workers etc), 
· Policies and procedures,
· Company leases (accommodation),
· Management events and meetings,
· Maintenance / administrative suppliers and rates,
· Gather all project information: schedules, data requests, assignments, tasks, and project meetings,

· Work with project team to understand and assist with tracking all work, task and project assignments,

· Working with Project Manager, assist in developing a comprehensive workflow process for project,

· Monitor and modify project schedule as assigned,

· Maintain document control, database management, track project activities and team communication,

· Assist project team and team lead in strategic meetings and follow up with meeting notes,

· Schedule project follow up meetings as needed,

· Develop and publish communications to project shareholders,
Hungry Jacks A Subsidy Of Burger King USA.






2010-2012

Alice Springs, Australia

Manager HR 

· Monitor and control departmental expenses,

· scheduling all service staff,

· Recruitment, Mobilization and induction of new employees,
· Terminations and resignations, Promotions and transfers, 
· Salary, compensation and benefits,
· Performance issues, Advise department heads on HR issues and local laws, Arrange training and monitor training data,
· Staff welfare and counseling, solve conflicts, Policies and procedures,
· Strategic personnel planning, HR Systems,
· Writing job descriptions,
· Organizing staff events (annual party, team building etc),
· Point of contact for HR HQ and other client entities, 
· Administration of car and hotel requirements and rates,
· Check and sign off invoices, monitor expenses,
· Insurance packages and rates (health, fleet, building, workers etc), 
· Company leases (accommodation),
· Management events and meetings,
· Maintenance / administrative suppliers and rates,
· Strategic HR planning and implementation.
· To lead my team in best possible way where I set goals by setting my own example in front of them to guide them,

· Always made sure we work and move forward as a team,

· Establish a positive environment for everyone so there is a comfortable work environment focused to achieving our organizational goals,

· Create a better understanding towards superiors so there is a clear line of communication,

· To create fiscal boundaries, ethical boundaries, professional boundaries for everyone and maintain them for quality of work,

· To work towards implementation of health and safety codes,

· Training employees in health and safety codes and guiding them time to them,

· Overlooking the aspect of cleanliness and hazard free environment and establishing a chain of responsibilities,

· Establishing and monitoring and controlling the company standards compliance,

· Maintain and increase revenue via suggestive selling techniques and keeping accurate attendance counts for service & billing.

Common Wealth Bank Of Australia






2009-2010                     

Brisbane Australia

Assistant Manager Human Resources.

ION Resource Group of USA







2008-2009

Assistant Customer Relations Manager

McCann Erickson Advertizing







2006-2008
Client Services Officer

MCB Bank









2005-2006

Islamabad, Pakistan

Customer Relations Officer

Women Medical College







2003-2005

Abbottabad, Pakistan

Assistant Administrator

Rainbow computers








2000-2001

Al-Ain, UAE

Sales Officer

SKILLS & OTHERS
Proficient in:

· Proficient in MS Office Package User i.e. PowerPoint, Excel & Word.

· Operating Systems: Windows 95/2000/XP/7.

· In house Operating and planning software related to Finance, HRIS, Planning, CNIA.

Skills, Training and Achievement:

· Completed courses on HEALTH AND SAFETY code in Australia and Mammoet Gulf.

· Completed training on First Aid in accordance to Australian codes.

· Had worked day and night just to bring my branch out of financial troubles. And brought back profit making trend after suffering 5 years of loss.

· Broke all old sales records and achieved best results in corporate inspections.

· Brought down turnover rate in employees as much as 62%.

· Resourceful, Efficient, Hardworking, Honest, Effective, Team Leader, Team Player, Motivator.

LANGUAGE

Fluent in:  English, Urdu,(Written - Spoken) and basic Arabic skills.

PERSONAL


Date of Birth

:
26/02/1983
Nationality

:
Pakistani

Religion


:             
Muslim

Gender


:
Male

REFERENCES
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