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Summary

A Human Resource Generalist, who promotes a team oriented and open door environment that is conducive to a successful staff. With experience of over 5 years in recruitment and selection, training and development, performance management, employee relations and incentive program creation, I am capable of assuming many roles within the HR function.
Professional Career History

1.    Human Resource Officer –Recruitment 



September 2012 to November 2014  

         Aga Khan Health Service Pakistan (AKDN) 
         Job Duties:

· Training and development  of medical, paramedical staff( Preparing training Budget, Training Need assessment, identifying training, coordination with training institute, assessing pre and post training forms, Training impact analysis)
· Recruitment and selection of medical paramedical staff( Managing job advertisement, Screening CV’s, conducting test interviews, offering selected candidates, developing orientation plan, preparing appointment letters. Managing personal files) 

· Annual budgeting( Preparing annual budget for HR department)
· Employee compensation and Benefits.
· Performance management

· Leave record, EOBI, payroll process, Medical Insurance.
· Human Resource Information System (HRIS).
2. Human Resource Officer





November  2010 to September 2012

Aga Khan Education Service Pakistan (AKDN)

Job Duties:
· To process staff requisition forms, development of job advertisements, announcement through different channels for wider circulation.

· Receiving and screening of job applications and Conduct test/Interviews for various jobs

· To update data of new appointed staff and  process appointment letters




· Arranging orientation sessions for new staff.
· Processes Training Need Assessment forms from all Departments and Units.
· Identify Trainings for employees from TNA Forms.
· Coordinating with all departments and Units to conduct effective performance appraisals.
· Reviewing performance appraisal forms and maintaining Record.
· Process monthly salary advice of all payroll and non-payroll staff.

· Maintaining Leave record of all employees and Processing Leave encashment.

·  Processing Provident Fund Loan of Employees. 

· Supervising Health Insurance, Salaries, Medical Benefits, Freeship Cases, Updating personal files, and preparing monthly and quarterly HR reports. 

· Coordination with all departments in various Human Resource matters.

3. Assistant  HR Officer





         

February 2009 to July 2010
Hashoo Foundation
Job Duties:

· Assist Manager HR in recruitment and selection processes 

· Updating  personal records of all employees

· Assist HR Officer for Payroll documentation

· Assist Manager HR for the activities related to staff contracts, final settlements, and trainings.

· Coordinating and completing Employee training processes

· Maintaining  employee attendances and leave records

· Update Human resource management information system

· Manage job advertisement, selection, and recruitment and advise in personnel related matters to managers and to employees.

· Coordination with insurance company and EOBI regarding staff benefits.
Academic Qualifications

Masters of Business and Administration – Human Resource Management        

2009-2010

Bahria University Islamabad, Pakistan


Bachelors of Business and Administration (Hons)-Human Resource Management
2005-2009
The University of Lahore Islamabad, Pakistan
Trainings & Workshops               

· Facilitation Skills Training” by Learning Minds 2014
· Advance Excel” by Viftech solution 2014

· Business Edge “Training of Trainer” organized by IFC World Bank at Serena Hotel Gilgit from 26-30 Nov, 2011.

· Life Skills Development Training Sessions” organized by Hashoo Foundation from 2006 to 2007.

· Recruitment and Selection Workshop “ organized by Bahria University in 2010

· Communication Skills :” Organized by AKHSP and Learning Mind Group  in Serena Hotel Gilgit in March 2014
Achievements
· Appreciation letter for achieving ISO 9001:2008 Certification for Aga Khan Health Service, Pakistan 
· Successfully implemented, MCCS Project (Maternal Care and Child Survivor) In Gilgit-Baltistan Region.
· Successfully completed Mega Recruitment of 382 Staff as Team Leader at Aga Khan Education Service Pakistan.
· Developed employee Hand book for Hashoo Foundation
Community/Volunteer Services

· Working as an honorary member for Aga Khan Economic and planning Board for social board.
· Working as volunteer Executive Board Member with Gilgit-Baltistan Volunteer Movement for economic, social and educational development of community through various programs and events. 
· Working as Volunteer Trainer for business Edge program IFC by conducting sessions for entrepreneurs and business men to improve businesses.    









IT Skills

· MS Office 

· Human Resource Information System
Languages and other Skills
· Fluent in English, Urdu
· Interpersonal skills
·  Team Player
·  Motivated and leadership skills
