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Objective
I'm an enthusiastic and hardworking individual who work efficiently and effectively to seek a challenging and dynamic position in a competitive environment and utilize professional skills and capabilities to excel the organization and myself in future.
Skills and Competencies
Seven Years result oriented professional experience with a strong commitment for excellence in the field of Human Resource and excel in independent handling of tasks or as part of team. Approach difficult assignments and projects related to Organizational Development, Operations Management, Employee Services, Administration, Performance Appraisals, Facilitation, Trainings, Recruitment, and Payroll with a can do attitude for meeting organizational expectations and deadlines.

Professional Experience
ABU DHABI COOPERATIVE SPCIETY – Abu Dhabi, UAE
(As Human Resource Officer) 
April 2014 – Present
Core Competencies 
Currently, I am working as a Human Resource Officer reportable to Director Human Resource. My detailed Job Description is to:
· Working closely with various departments, increasingly in a consultancy role, assisting line managers to understand and implement policies and procedures.
· Promoting equality and diversity as part of the culture of the organization.
· Liaising with a wide range of people involved in policy areas such as staff performance and health and safety.
· Recruiting staff - this includes developing job descriptions and person specifications, preparing job adverts, checking application forms, short listing, interviewing and selecting candidates.
· Developing and implementing policies on issues like working conditions, performance management, equal opportunities, disciplinary procedures and absence management.
· Preparing staff handbooks.
· Advising on pay and other remuneration issues, including promotion and benefits;

· Undertaking regular salary reviews.
· Negotiating with staff and their representatives on issues relating to pay and conditions;

· Administering payroll and maintaining employee records.
· Interpreting and advising on employment law.
· Dealing with grievances and implementing disciplinary procedures.
· Developing with line managers HR planning strategies which consider immediate and long-term staff requirements.
· Planning, and sometimes delivering, training - including inductions for new staff.
· Analyzing training needs in conjunction with departmental managers.
TOYOTA MOTORS - Pakistan                                         
(As Assistant Manager Human Resource)    
2011– 2014
Core Competencies I have worked as an Assistant Manager Human Resource in the area of Recruitment and Selection and Organizational Development and was reportable to Executive Manager Administration and Human Resource. My detailed Job Description was to:
· Welcome new employees to the organization by conducting orientation.

· Maintains employee information by entering and updating employment and status-change data.

· Provide secretarial support by entering, formatting, and printing information; organizing work; answering the telephone; relaying messages; maintaining equipment and supplies.

· Maintain and protect employees and organizational confidential information.

· Maintain technical knowledge by attending educational workshops; reviewing publications.

· Coordinate and schedule professional integration meetings as directed by the OD and Training Manager 

· Check-in with the new hire, sponsor and administrative personnel to ensure that integration is proceeding as planned Prepare, compile, and review data for Joint Integration Plan templates.

· Compile hard and electronic copies of all documents necessary to built communication between departments regarding new introduction of campaigns.

· Arrange welcome, introductory and social activities for new employee. 

· Participate in Kaizen activities.

· Train front line staff members for better customer relations and complaint handling.
KOT ADU POWER COMPANY (KAPCO) – Pakistan
(Internship)                                                                   
I have worked with KAPCO Power Company as an intern and served in:
· HR Development section specifically to draft new letters.
· Human Resources Operations.
· Corporate services department.
BRITISH COUNCIL – Pakistan 

(Facilitator & Trainer)   
I have worked as a volunteer with British Council in the area of Facilitation, Trainings, SAP (Social Action Projects) National & International conferences, Social Media Coverage and Media Shows. Following are the highlights of working experience with British Council:
· Attended different training sessions of “Active Citizen Program”.

· Conducted training programs in different areas with teachers, students and youth.
· Delivered the different sessions of British Council programs.
· Made different social action projects.
· Facilitated complete five days training sessions.
· Fallowed up the SAP (Social Action Projects).
· Selected active candidates for international conferences and events.
Radio Pakistan – Multan, Pakistan 
(Radio Jockey – FM101)
· Hosted a Family show on Radio Jockey.
· Worked as RJ for Youth Programs and conducted various guests’ interviews during live shows.
Significant Contributions
· Worked as a co-facilitator in Junior’s Leadership Conference (JLC) with We Can campaign (Pakistan)
· Worked as an Ambassador & key Organizer for Third National Youth Summit (Pakistan)
· Worked as a Social Media Person in South Asian Youth Conference (Pakistan)
· Worked as a Social Media Person for Mobilink Telecommunication Pakistan.

· Participated in “We Can” Campaign Oxfam Training.
· Participated in Livelihood Basic Concept Training arranged by Pakistan Poverty Alleviation 

· Participated as a Master Trainer at Election Commission of Pakistan to conduct Election Trainings.
· Participated in PPAF training of Monitoring & Evaluation.
· Participated in the Flash MOB Activity, First time occurred in Pakistan by OXFAM.
· Hosted and Participated in Youth Parliament’s first TV show “BLACK & WHITE”.
· Hosted and Organized Virtual University of Pakistan’s First Convocation Ceremony (Pakistan).
· Volunteered for Women Rights Association (WRA)
Achievements

· Certified Trainer by Youth Parliament of Pakistan on Human Rights & Democracy.
· Attended 6 days training arranged by British Council Pakistan, got training under Active Citizen Programmers and training for facilitators (22nd to 27th August, 2011).
· Attended four days training on Conflict Resolution arranged by British Council (Pakistan).
· Attended training sessions regarding Ending Violence against Women.
· Organizing Member of Multan’s First Youth Conference Future Leadership Youth Festival.
Professional Certification & Academic Education
· Specialized Certification in Business Administration ( MBA) – Finance and Accounts 
Virtual University of Pakistan (2014)
· Master in Business Administration ( MBA) – Human Resource Management
Virtual University of Pakistan (2011)
· Bachelor of Commerce ( B.Com) – Finance & Accounts and Information Technology
Punjab University -Pakistan (2009)
· Intermediate in Science (F.Sc.) – Pre-Medical
Pakistan (2007)
· Matriculation in Science – Pre-Medical 
Pakistan (2004)
Computer Skills and Other Abilities
· Familiar with Windows OS environment and application software;
· Well versed with Microsoft Office suite. Conversant with operating e-mails and Internet facilities.
· Hand on experience of working with ERP implemented organizations e.g: Navigations, Dynamics, SAP.
Additional Information

· Languages: English, Urdu, Hindi, Panjabi, Saraiki.

· Active Citizen Program’s Lead Facilitator.

· Self-Motivational & Capacity Building Trainer.

· Consultant, Monitor and evaluator of Projects.
· Report & Blogs Writer.

Personal Information
· Marital Status


Single
· Nationality



Pakistani

· Religion



Islam
References
Available upon request.
