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                             EXECUTIVE PROFILE: OPERATIONS / GENERAL MANAGEMENT

Guiding Strategic Planning, Operational Controls, and Change Management

To Build Profitable Organizations in Challenging Markets

· Versatile, holistic  HR generalist with 4 years’ experience, including experience in employee recruitment and retention, staff development, 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. 



CORE COMPETENCIES:
	· Strategic Planning & Leadership

· Marketing & Business Development

· Communicating & Administrating HR Policies
	· Human Resources/Team Building

· New Product/Service Development

· Organizational Development
	· Providing Employee Training
· Orientation & On Boarding

· Facilities Management 


PROFESSIONAL EXPERIENCE:

British American Tobacco                                                                                                           May2014 – till date
      Security Personnel & Front Desk Officer

· Working as a Security personnel and Office Administrator by Contractor Securitas.
· Screening all International and local calls and transferring them to the proper channels
· Booking of the conference rooms for the meetings.
· Preparation of weekly/daily demand of Stationary and grocery and maintaining/supervising  inventory of the same.
· Issuing of all types of visitors and staff cards and maintaining a Log book of it with the TIME IN-OUT on the computer.
· Corresponding with the staff Via E-mails and solving their problems.
· Monitoring and securing of the whole office through CCTV Cameras
· Preparing and arranging all local and international shipments and couriers.
· Maintaining record for all, Preparing proforma invoices for non-document outgoing stuffs for custom purposes
· Maintenance of confidentiality of organization documents

· Activating staff Access Cards using Security Access control system Software.
· Enrolling/Fingerprint scans of employees using Biometric Access Management system
· Liaising with HR for new Joiners/Movers to facilitate the access to the offices
· Managing report of Data collection and troubleshooting any issues.
· Overseeing all Security Officer (working in team) and ensuring the deployment as per assigned schedule.
· Liaising and reporting all issues under the attention of security Manager
· Coordinating all of the team's activities, such as scheduling shifts and training.

· Ensuring that all the daily security operations run smoothly and effectively.

Scholars Cant Group of Colleges Pakistan                                                                                January 2011- May2014
Lecturer/HR Assistant Director/Academic Head

           Being a Lecturer

             Taught following subjects

· Auditing

· Economics 

· Practical Economics

· Principles of Commerce

· Money Banking Finance

· Introduction of Business

      As An HR Assistant Director

· Assist and Report to Managing Director 

· Strategic planning and Leadership activities

· CV Handler, Short Listing and On Board Facilitator

· Employment legislation Answering queries 
· Setting up, monitoring and then tracking employee probationary periods. 

· Absence management Calendar management Pre-screening Short-listing candidates 

· Maintenance of the HR records and systems. 

· Escalated operational issues to senior management 

· Preparation high quality paperwork and documentation. 

· Contacting job applicants and inviting them to interviews 

· Ensuring the integrity the HR database
· Provide Employee Training
· Provide support and guidance to academic trainees

· Problem Solver and Grievance Handler (Teachers and Students Issues)
· Manage orientation, training and relocation for new faculties in screening and selecting faculty applications 

            Academic Coordinator
· Examination Controller.
· Supervise and Conduct Parents Teachers Meetings.

· Check on Teachers Syllabus and Performance.

· Assist in updating lesson content and instruction methodology. 

· Coordinate with teachers to develop lesson plans and materials. 

· Develop and manage comprehensive academic support program. 

· Maintain Students Attendance through Motivation and Follow up calls.

· Take Feed Back about Teacher Performance from 360 degree evaluation.

· Assist in selection of right student leaders as Class Representatives.

· Provide guidance to students on academic goals and educational issues. 

· Assist students on course selection, study habits and career selection. 

· Prepare and maintain student records according to administrative regulations. 

· Work with parents, teachers and counsellors to address students' behavioral, academic, and other problems.
Early Career

Super Solution Consultancy Islamabad Pakistan                                                       January2010-January2011

HR Coordinator (Part Time) 
· Organizing, managing, coordinating, and directing the operations and functions of organization. 
· Coordinating and participating as a selection panel member in recruitment process, including selection, appointment process, preparing reports. 
· Treating all enquiries from employees in a polite, friendly and welcoming manner.

· Developing reports for senior HR Officers on staff sick leave, absences and holiday leave.
· full employee life cycle from recruitment, induction to exit, and for providing full administrative support to the HR Managers and Officers
· Identifying, reviewing, and advising on tasks related to recruitment process and employment strategies to meet human resources requirements. 
· Supporting in completion of job application materials and documents, and preparation of employment interviews and tests. 
· Performing or supervising payroll processing, developing, and implementing procedures and applications. 
· Conducting with and advising management and supervising human resource issues; investigating human resource related problems and making recommendations to the organization.
Pakistan Electronic Media Regulatory Authority Head Office Islamabad                             May2010-June2010

As An HR Internee

· Human Resource Management department

· Human Resource Development department

· Human Resource Information System (HRIS)

· Financial Matters

· Licensing procedure

· Cable TV operations
· Information Technology
EDUCATION

MPA, Human Resource Management & Marketing, Quaid e Azam University, Pakistan, 2011
B.Com IT, Commerce & Information Technology, University of Punjab, Pakistan, 2008
OF NOTE:

Trainings & Certifications:

· NSI TRAINING
Attended NSI (National Security Institute) Training By Emirates Group.
· DPS TRAINING 
Trained by CASS as Security Officer.
· FIRST AID TRAINING F
Securitas organized First Aid training for Security Officers. 
Major Projects:

· Analysis of Human resource department in Pakistan Electronic Media Regulatory Authority (PEMRA) Islamabad
· Done Research on Customer satisfaction and quality on brand image

· Proposed a New Business Plan Burger Mania for University cafeteria
· Done project on Siemens Pakistan related Human Resource Development Sector

· Done project of Organization Communication related Neuron Linguistic Programming
· Developed entrepreneurial project for my university Profitable Projects in Quaid e Azam University for its own Revenue Generation without the funds of Government 
Academic & Extra Curricular Highlights:

· Best Teacher of the Year 2012 to onwards 2014.

· Employee of the year Award 2012 to onwards 2014.

· Throughout position holder in academic career.

· Got first position in Research Methodology at university level.

· Got Best student awards consecutively.

· I got first position in debate competition and Drama competition at my college.

· Head of Event management Society of my Department.

· Organizer of the international level event in NIC for PCC. 

· Got Talent Award from Leadership College. 

· Organized HR conference and orientation week in university.

· Arranged Annual Dinners and Functions in University.

· Arranged Outdoor Activities for Students.

· Arranged Study Trips for Students.

· In Intermediate I got first position at college level and 5th position in Rawalpindi Board among 50,000 students.

· Other Skills & Interests:

· Microsoft Office (Microsoft Word, Excel Power point) 
· SWOT analysis on regular basis.
· PEST analysis with mine Students as an activity.

· Reading extracurricular books, newspapers, English Novels 











