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Profile

	Extensive background as HR Professional, including experience in employee recruitment and retention, staff development, conflict resolution, benefits and compensation, HR records management, HR policies development, legal compliance and project management that enhance a company’s overall strategic plan and direction. 


Professional Work Experience
Organization:

IBM Italia S.P.A

Tenure: 
Feb, 2013 – To Date
Position:

HR Professional
Promoted to fulfil a broad range of HR functions, including recruiting and training employees, administering benefits, overseeing disciplinary action, HR policies and procedures and managing HR records. Co-chaired annual flex-enrolment meetings, resolved conflicts between employees and insurance carriers, coordinated health fairs to promote employee wellness and performed exit interviews.Manage leave-of-absence programs and personnel records, administer HR budget and handle HR generalist workplace issues.

· Played a key role in ensuring the organization policies and procedures are followed.
· Involved in full end to end recruitment life cycle.
· Understanding client requirements and deciding on the recruitment strategy. 
· Interacting with the delivery team on regular basis and prioritizing requirements as per the billable effective dates.
· Sourcing CVs from various channels such as referencing, company’s own database, Job Portals.
· Conducting Drives, Walk-ins and personal interviews. 
· Arranging for technical panels and coordinating at all levels of Interviews.
· Conducting HR interviews to check the candidate’s suitability for the requirement.
· Providing timely feedback to the client on their requirements and to the candidates on their interview 
· Conducting induction for new joiners to create awareness of the Recruitment function
· Preparing and maintaining various MIS Reports like Tracker sheet, requirement and offer reports, to be sent to delivery heads and top management. 
· Recruiting people at all levels i.e. form experience range of 2-15 years for subcontracting positions. 
· Hiring resources within the stipulated average salary of LOB (Line of Business).
· Responsible for mentoring new team members on the recruitment process and various active requirements. 
· Providing leadership, management, coaching, monitoring and direction to the employees to achieve targets.
· Planning and structuring of job advertisements on job portals.
· Member of Strategic Management Team that aligned business objectives with employee.
· Managing budget allocated to resources deployed at various project (international/ domestic).
· Identifying vacancies, post open job, screen,conduct interviews and match applicant with open positions, background and reference checks, extend offer and employee on-boarding.

· Manage daily basis HR operations.

Organization:

 IBM Italia S.P.A

Tenure: 


 Nov, 2013 – Jan,2014

Position:


 Project Management Officer
Deployed as Project Management Officer as onsite resource on VODAFONE QATAR Project.

Provide the solution to VODAFONE QATAR for UNICA CAMPAIGN MANAGEMENT.

· Oversee the process implementation and ensure that information concerning content (e.g., deliverables, risks, issues) passes to and from sponsors. 
· Deeply involved in improving the consistency, predictability and efficiency of the project delivery capability. 
· Provide leadership in best practices and is highly customer-focused -- outward and upward and that these are consistent with customer expectations. 
· Update and evaluate the accuracy of the project forecast by assessing actual cost incurred and physical progress achieved for all phases of project. 

· Analyze financial performance of projects and prepare presentations/reports to the management.

· Managed and arranges session with the team and management. 
· Preparing presentations for the project progress. 
· Ensure process implementation as per guidelines.
· Ensure skill set of the resources meet the project requirements. 
· Ensure project completion within the estimated budget, time and project meets the quality measure provided by the sponsor. Ensure the project commitment within the assigned budget.Perform financial health check of the project.
Organization:

 IBM Italia S.P.A

   Tenure: 


 Jun, 2012 – Jan, 2013

   Position:


Resource Capacity Management Coordinator
· Coordination with project managers for developing the financial and deployment plan.
· Comply with the existing set of policies and procedures as per guidelines. 
· Maintaining and monitoring the human resource database of 350subcontractors’ records and files. 
· Prepare the periodic progress reports of various projects and its resources. 
· Maintaining and ensuring the management policies/ programs.
· Oversee resource database. 
· Ensures that system records are accurately recorded and cross-checked. 
· Conduct new hiring and resignations as per requirement raised by project managers. 
· Tracks and resolves problems and checks system operations as per schedule. 
· Ensures that human resource files and records are maintained in accordance with legal requirements and company policies and procedures. 
· Completes monthly and year-end reports regarding terminations, transfers, and new hires.
Achievement

	· No nonconformance/ Observation in annual audit.

· Promoted as HR Professional after serving 7 months in the organization.

· Assignment on the International Project in parallel to my role as HR Professional.
	


Education

	· Master
	SZABIST                                         2012

	· Bachelor
	BAHRIA University                      2008


Communication and Interpersonal Skills

	· Outstanding command over verbal and non-verbal communicative & interpersonal skills.

· Strong organizational, managerial, problem solving, interpersonal and negotiation skills.

· Confidently able to work independently or in a team to deal effectively with educators & employees.

· Flair to organize & prioritize tasks to meet deadlines.

· Ability to manage multiple tasks with minimal supervision.

· Have a good level command over English and Urdu Languages.
	


Trainings/ Additional Skills
· Fundamentals of Lean Six Sigma
· Work Ethics and Behaviour
· MS Suite
Personal Information

Date of Birth:      23 July, 1984

Religion:               Islam


Page 1 of 3

