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Human Resources Professional
· In-depth knowledge and hands-on expertise of Human Resources Management; including HR strategies, recruitment & retention, talent management, staff learning & development, performance management, employee relations, compensation & benefits, HRIS management, HR policies development and legal compliance.

· Vast experience in the field of Human Resources Management; with leading National and International Organizations, such as, The First Micro Finance Bank Ltd. (Aga Khan Development Network Pakistan), Mountain Institute for Educational Development (NGO) and Dewji International (a global business chain based out of Dubai, UAE). 

·  Proven ability in networking and representation; strong networking and representation skills with ability to work with people of diverse background and cultures both in private and public sector.

Human Resource Skills
	· Recruitment & Selection
· HR Policies & Procedures
· HR Surveys 
· Knowledge of technology bases learning tools
	· Performance Management Systems

· Training & Development

· Team building

· Employee Relations


	· Induction & Orientation

· HRIS / Data Management

· Employment/ Labor Law




Professional Experience
1. Manager Human Resources: Mountain Institute for Educational Development (NGO), Islamabad, Pakistan (January 2014 – Present) 

2. Manager Human Resources: Dewji International FZE, Dubai (United Arab Emirates) 

 (January 2013 – September 2013)

3. Senior Human Resources Officer: The First MicroFinanceBank Ltd (a global chapter of Aga Khan Development Network), Islamabad, Pakistan

(August 2007 – December 2012)
Professional Experience
Manager Human Resources (Jan 2014 to Feb 2015)

Mountain Institute for Educational Development (NGO), Islamabad Pakistan
· Develop the organization's Human Resources Policies and Procedures and ensure smooth implementation and policy harmonization.

· As a section lead, responsible to ensure all the HR functions are operational.

· Formulate Human Resource forecasting/budgeting procedures and ensure right person is hired for the right job. 
· Develop and execute recruiting plans and ensure availability of a pool of qualified candidates in advance of need.

· Review applications, manage interviews and tests and create a shortlist of candidates.
· Negotiate pay and salary rates and coordinate to issue the offer letters to selected candidates.
· Develop and implement Employee Orientation Module and deliver it to the newly hired staff.

· Analyse and interpret HR data on a regular basis, identify trends and proactively recommend and implement required actions.

· Develop and implement Human Resources Information System provide Employee Self Service (ESS) to the staff. 

· Review the Compensation and Benefits and practices on regular basis to ensure its competitiveness within the sector.

· Coordinate to process monthly staff salary, check and seek management approval before releasing it.
· Design Individual Development Plans (IDPs) based on identified gaps to address career development needs in line with prioritised career paths of individual employees.

· Develop, integrate and implement outcome-centric career development plans.

· Identify training and development needs and design training courses and programmes necessary to meet training needs.

· Participate in evaluation and monitoring of success of training programs and ensure training objectives are met.

· Identify, select and manage external training and agencies to deliver required trainings.
· Designing and expanding training and development programs based on both the organization’s and the employees’ needs.
· Monitoring and reviewing the progress of trainees through questionnaires and discussions 

· Evaluating training and development programmes and monitor success of training programs and ensure training objectives are met.

· Review HR performance appraisal process and develop and update tools such as performance appraisal form, assessment criteria, etc. 

Manager Human Resources (January 2013 to September 2013)
Dewji International FZE, Dubai, UAE 
· Designed and implemented recruitment procedures for expat technical/skilful staff hiring. 

· Managed overall recruitment and selection process of the organization.

· Coordinated with Labour and Immigration Department for fulfil the recruitment of expatriates. 
· Designed and evaluated the vacancies jointly with concerned functions to create job descriptions. 

· Organized and delivered the orientation sessions to expatriates and staff hired for international assignments. 

· Defined the annual objectives and key performance indicators for various positions in collaboration with concerned functions.

· Conducted regular meetings with business units for supporting and updating on employee relations matters.

· Provided HR advice and support to managers and staff on a wide range of strategic and operational human Resources issues.

· Worked across the business disciplines to lead and influence change at a strategic level across the business.

· Provided day to day performance management guidance to line management (coaching, counselling, career development, disciplinary actions).

· Worked closely with management and employees to improve work relationships, build morale, increase productivity and retention.

· Provided guidance and input on business unit restructures, workforce planning, succession planning.

· Formulated and constantly upgraded pay plan by conducting periodic pay survey. 

· Designed and maintained company’s merit and promotional increases and other related bonuses.

· Assisted international employees with expatriate assignments and related HR matters

· Prepared periodic HR reports for internal and external stakeholders. 

· Provided day to day performance management guidance to line management (coaching, counselling, career development, disciplinary actions).

· Managed overall the training process cycle. 

· Developed the training needs analysis mechanism for the organizations. 
· Assisted international employees with expatriate assignments and related HR matters.
· Through training sessions kept staff apprised with federal, state and local laws and regulations in order to ensure HR related compliances. 

· Worked across the business disciplines to lead and influence change at a strategic level across the business.

· Provided guidance and input on business unit restructures, workforce planning, succession planning.

· Designed and maintained company’s merit and promotional increases and other related bonuses.

Senior Human Resources Officer, Organizational Grade-OG I (Aug 2007 to December 2012)

The First Microfinance Bank Ltd (Aga Khan Development Network)
· Coordinated for complete recruitment cycle of the Bank.

· Advertise staff vacancies, assessed applications, interviewed applicants, administered selection tests, prepared reports and make recommendations to management about staff appointments.

· Prepared Offer and Contract letters. 

· Designed and delivered Employee Orientation Module to the newly hired staff. 

· Developed Code of Ethics & Business Conduct, Staff Rotation and Relocation allowance etc. 

· Promoted policies, practices and procedures at the bank to foster effective employer/employee relationship. 

· Kept apprised with federal, state and local laws and regulations in order to ensure HR related compliances. 

· As the Bank’s Ethics Officer, coordinated regulation of Code of Ethics & Business Conduct at the Bank. 

· Coordinated disciplinary committee meetings, reviewed and responded to the ethical and compliance issues in close coordination with legal panel of the Bank and prepared proposals to take further remedial action. 

· Prepared, organised and administered in-house training courses i.e. Recruitment and Selection, Discipline and Grievance. 

· Prepared job rotation and enrichment plans. 

· To foster staff learning and development, prepared job rotation and enrichment plans. 

· Developed and updated tools such as performance appraisal form, assessment criteria, etc.

· Delivered trainings to appraisers and appraisees on performance management processes, with special focus on goal-setting, performance factors and objective assessment. 

· Calibrated the appraisal results of the overall bank employees to recommend promotions and salary increments. 

· Calibrated the appraisal results of employees to recommend promotions and salary increments. 
· Coordinated the annual Staff Recognition Awards.
· Developed/implemented exit process for the employees.
Academic Qualification
· Masters in Business Administration in Human Resources Management
University-COMSATS Islamabad 
· Bachelors in Computer Sciences (B.Cs)
University-AIOU
Trainings and Workshops
· Train the Trainers training; organized by Aga Khan Agency for Microfinance. 
· Business Ethics; organized by Aga Khan Agency for Microfinance.

· Transformational Leadership; organized by Aga Khan Agency for Microfinance.

· HR Policies Development training; organized by Plan Pakistan

· Integration of Organizational Integrity; organized by Aga Khan Agency for Microfinance.
· Customer Services; organized by Aga Khan Agency for Microfinance.

· Advance Diploma in Computer Sciences 
at Super Tech Institute. 

· Bridging the Gap between Education & Industry; organized by COMSATS University. 
Other Skills and Abilities
· Strong academic skills with a passion for teaching.

· Ability to channelize internal and external resources for training and development.

· Excellent interpersonal skills, people person and analytical. 
· Ability to set priorities and undertake new tasks quickly.
· Cross cultural sensitivity, flexible worldview, emotional maturity and physical stamina.
· Ability to work in and contribute to team-building environment.
· Ability to maintain performance expectations in stressful situations.

Languages
I can speak, read and write in English, Urdu, Punjabi, Persian (Iran), Dari (Afghan). 

