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PROFESSIONAL EXPERIENCE
1. June 2013 till November 2014: Islamic Relief (IR)

Worked as HR Officer with Islamic Relief (IR). Islamic Relief is a Multi-National non-profit organization engaged country wide in several sectors but mainly in social and rural (Livelihood) development and emergency. IR has provincial offices in Sindh, KP, Balochistan, AJK having Country Head Office in Islamabad and Headquarter in UK.
Duties included the following:

· Managing monthly Timesheets of the employees

· Keeping leave record of the employees

· Providing job’s contracts to new employees in coordination with Head Office Islamabad

· Assisting employees in EPAS (Employee performance Appraisal System)

· Execute staff training and development program and report to Manager

· Suggest and contribute to proposed HR improvements in terms of process,deliverables, etc.
· Support Head of HR in developing best practices and tools for HR execution and management.
· Lead and execute strategy for hiring staff for vacant positions with assistance of direct manager.
· Manage and develop the internship program including needs analysis across all departments
· Support the Head of HR in the development and implementation of Emiratization program.
· Maintain and update a detailed HR database including staff details, new hires, status of employment, visas information, etc. and provide monthly analysis to VP HR.
· Develop and undertake induction and orientation for all new hires.
· Ensure that all activities and documentation is handled in the strictest confidence within the HR department.
· Prepare and provide a detailed HR monthly management report to Head of HR.
· Ensure effective administration and full documentation for Human Resources department covering every activity, issue, grievance, etc.
2. July 2009 to May 2013: Relief International (RI)

Worked as Admin/HR Assistant & Officer with Relief International (RI). Relief International is a Multi-National non-profit organization engaged country wide in several sectors but mainly in social and rural (agriculture) development. RI has provincial offices in Sindh, KP, Balochistan, AJK having Country Head Office in Islamabad and Headquarter in Washington. 
Duties included the following:

· Set and continually manage expectations with team members, departments and other stakeholders.
· Suggest and contribute to proposed HR improvements in terms of process,deliverables, etc.
· Support Head of HR in developing best practices and tools for HR execution and management.
· Lead and execute strategy for hiring staff for vacant positions with assistance of direct manager.
· Manage and develop the internship program including needs analysis across all departments
· Support the Head of HR in the development and implementation of Emiratization program.
· Maintain and update a detailed HR database including staff details, new hires, status of employment, visas information, etc. and provide monthly analysis to VP HR.
· Develop and undertake induction and orientation for all new hires.
· Ensure that all activities and documentation is handled in the strictest confidence within the HR department.
· Prepare and provide a detailed HR monthly management report to Head of HR.
· Ensure effective administration and full documentation for Human Resources department covering every activity, issue, grievance, etc.
· Providing payroll information to Finance department at the end of each month 

· Hiring and supervision of  regional staff  
· Ensure administrative support for staff recruitment, interviews, new employee orientation & administration of close of service procedures 

· Ensuring employee performance evaluation system at field level. 

· Preparation of Monthly HR report and share with HR Manager
3.  Worked as Assistant Manager HR & Fundraising in Eco-Conservation Initiatives (ECI) from April 2007 to September 2008. ECI is a local NGO engaged country wide in several sectors but mainly in social and rural (agriculture) development.
My responsibilities included:

· Support and enhance human resource processes that are currently in place, including recruitment, performance management, training, and compensation and benefit processes.
· Coordinate end to end the visa application and issuance process for new employees
· Handle on boarding of new employees, preparation of documents and coordination for relocation services.
· Ensure timely closing of payroll
· Screening candidates; organizing interviews and tests.
· Be the first point of contact for candidates and recruitment agents and new employees 
· Conducting market benchmark and preparing first level reports
· Maintaining HR records and follow up 
· Preparing certificates and attending to employee grievances as required
ACADEMIC QUALIFICATION

	Year
	Degree
	University
	CGPA or Marks 

	2005- 2007
	MBA (HRM)
	Preston University, Peshawar
	3.57/4.00

	2004
	BIT (Hons.)
	Iqra University, Peshawar
	3.00/4.00


ADDITIONAL QUALIFICATION

· ILETS with over all band of 6

· 6 months Certificate in English language from National University of Modern Languages (NUML), Peshawar branch, 2006.
Skills

· Good HR knowledge with a demonstrated capability to coordinate numerous activities within a demanding environment 
· Excellent computer skills including Word, Excel, and PowerPoint, Outlook express 
· Strong interpersonal, process and facilitation skills 
· Fluent in English, Urdu & Pashto 
· Good numerical and verbal reasoning 
· Attentiveness to details

· Can handle Photocopier, Fax machine
