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	Date of Birth
	February 5, 1983
	Address
	
	

	Marital Status
	Married
	Telephone
	
	
	

	Nationality
	Pakistani
	
	
	
	

	Language
	English & Urdu
	
	
	


	CAREER OBJECTIVE

	Seeking a challenging and career oriented position in an esteemed organization with opportunities to grow professionally and lead the organization with the purpose of achieving common goals and objectives.


	PROFESSIONAL AND ACADEMIC QUALIFICATIONS

	
	
	

	Qualifications
	Year
	Institute

	
	
	

	Master of Business Administration
	2014
	Mohammad Ali Jinnah University

	
	
	

	Bachelor of Commerce
	2010
	University of Karachi

	
	
	

	Intermediate
	2001
	Gulshan Govt. Deg. SC/Com. College

	
	
	

	Matriculation
	1999
	Beaconhouse Public School


	WORK EXPEREINCE

	

	Advans Pakistan Microfinance Bank - since May 2014 to date

While working as an Assistant Manager – Human Resources, key roles and responsibilities include the following:

· Preparation and dissemination of memos/circulars to staff on HR issues, including memos related to disciplinary measures (e.g. Warning Letters, re-assignment and/or relocation of staff members);

· Generation of various HR reports to be disseminated to Department Heads on a monthly basis;

· Updating and maintaining both manual and electronic personnel records when a employees personal details change; 

· Monthly head count & gross salary variance reconciliation.

· Managing timely and error free end to end payroll processing & execution in ERP (Software name “Mazars”);

· Provide maximum possible tax benefits to employees;

· Undertake payroll processing activities, including computation of wage and overtime payments;

· Calculate and record payroll deductions;

· Process requests for advance payments while ensuring it is in compliance with the policy;

· Compiling data of employees – such as hours worked, taxes, provident fund contribution, EOBI etc.; and 

· Issuance of payslips once payroll has been finalized;

· Conduct exit interviews;

· Preparation of employees final settlement;

· Issuance of clearance and experience letter to staff;

· Orientation & training;

· Antecedents verifications;

· Updating monthly attendance & leave records; 

· Facilitate new joiners in opening salary accounts;

A.F.Ferguson & Co. - since July 2011 to May, 2014

While working as Relationship Manager, key roles and responsibilities include the following:

· To oversee the total payroll of the top executives (including the President), of one of the largest private sector banks in Pakistan, i.e. HBL (Habib Bank Limited);

· Computing tax on salary as per relevant provisions of Income Tax Ordinance, 2001;

· Initiates and executes payroll processing and ensures accurate and timely distribution of salaries; 

· Resolves salary and other reimbursement related queries of employees on an ongoing basis; 

· Maintains data and ensures regular updates; 

· Additions, separations, transfers and updating of staff information in payroll, reconciliation of monthly payroll, resolve salary related queries of all staff;

· Preparation & disbursement of Pay Slips to the staff; 

· Provide required reports/MIS to different departments on monthly basis and as & when required.

	

	Faysal Bank Ltd., formerly The Royal Bank of Scotland - July 2010 till July 2011

While working as Relationship Manager, key roles and responsibilities include the following:

· Responsible for ensuring a superior level of customer service while handling the banking transactions at the branch; 

· Liaise between tellers / lending officers and customers; handling customer queries and ensures high scores in quality and service measures; and

· Also holds the responsibility for the smooth functioning of the bank floor operations.

	

	The Royal Bank of Scotland, formerly ABN Amro Bank - May 2008 to July 2010

While working as Service Manager, key roles and responsibilities include the following:

· Providing state of the art Customer Services; 

· Registering and monitoring clients’ complaints; 

· Mentoring the novice; and 

· Conducting follow-ups with concerned departments in order to provide complaint resolution to the customers.

	

	The Royal Bank of Scotland, formerly ABN Amro Bank - March 2007 to May 2008
While working as Phone Banking Officer, key roles and responsibilities include the following:

· Customer assistance for all types of Consumer Banking related queries and Operations;

· Providing financial and non-financial services to customers e.g. processing and issuance of pay orders, demand drafts, Internal transfers, A/c closures, card linking, A/c statements, cheque book, A/c extensions, certificate, e-statements etc; 

· Handling of Islamic banking Liability & Loan products, Asset products;

· Providing Credit Card services e.g. card activation, balance transfer, product booking, pay orders, complaints, card payment, cash advance, utility bill payments, card cancellation, address change, activation alert, replacement, ATM pins etc; 

· Monitoring and escalation for all ABN Amro ATM Machines Nationwide; and

· Development of OPRs (Officers Performance Report) on weekly basis.

	

	The Resource Group (TRG) - March 2006 to March 2007

While working as Tele–Services Executive, key roles and responsibilities include maximizing tele-sales for the following clients of TRG:

· Bulldog Broadband, United Kingdom - part of cable & wireless;

· Orange, Leading Mobile network of United Kingdom;

· Cordia Communication, telephone network of United States of America

	

	United Courier Services - May 2001 to September 2004

While working as Supervisor, key responsibilities include MIS Reporting and Shift Scheduling.


	IT PROFICIENCIES

	· Proficiency in MS – Office
· Proficiency in Banking Software
· TCSS

· Vision

· Putty

· CMS & RMS

· ERP 

	EXTRA-CURRICULAR ACTIVITIES

	· Spending time with friends and family;
· Workout

· Jogging;

· Swimming; and

· Watching television.


	

	


