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A High-performing HR Professional


Professional Attributes:
· High‐performing, fast learning professional with Master degree in Human Resource Management along with more than four years of combined experience in HR and strategic business projects 
· Ability to communicate effectively in multi-cultural environment & with all levels of management 
· Well‐versed in all phases of recruitment and hiring, including defining job roles, assessing needed skills and qualifications, and evaluating candidates 
· Good understanding of human behavior, gestures, attitudes and body languages 
· Proven expertise in relationship building within the team and across organization 
AREAS OF STRENGTHS AND SKILLS
	Talent Management
	Employee / Employer Relation

	Organizational Effectiveness
	Record Keeping

	Personally Credible
	Courage to Challenge

	
	


PROFESSIONAL EXPERIENCE

Macter International Ltd.
Working as “HR Executive”, February 2013 – Present
Responsibilities:
· Responsible for cost effective and fast Recruitment process using current recruitment tools 
· Developing job descriptions and person specifications, preparing job adverts, checking application forms, short listing, interviewing and selecting candidates 
· Completing of joining process; including collection and verification of documents 
· Managing orientation sessions for new employees 
· Preparing offer and appointment letters and promotion letters 
· Ensuring timely confirmations or probation based on employee’s performance 
· Managing company internship programs 
· Conducting exit interviews 
· Coordinating with Head of departments related to their current and future human resources needs 
· Working closely with departments, increasingly in a consultancy role, assisting line managers to understand and implement policies and procedures 
· Developing and implementing policies on issues like working conditions, performance management, equal opportunities, disciplinary procedures and absence management 
· Timely review and develop organizational structure / hierarchy 
· Actively involved with Manager - HR in developing organizational charts / organograms 
· Negotiating with staff on issues relating to working environment / condition 
· Advising on pay and other remuneration issues, including promotion and benefits 
· Analyzing training needs in conjunction with departmental managers 
· Planning and sometimes delivering, training - including inductions for new staff 
· Generating Recruitment Cycle Reports, Vacancy fill time and maintaining Hiring Logs 
· Performing other HR duties as directed 
Macter International Ltd.
Worked as “Assistant – Corporate Development Project”, January 2012 – January 2013
Responsibilities:
· Reported to Director Corporate Development for corporate development projects of the company 
· Assisted in commercial projects of the company including market research and field work 
· Assisted in international business development projects of the company including development / establishment / registration of sister company in the Middle East 
· Communicated with international and local consultants regarding different business options 
· Key member of the new Corporate Website Development Team of the company 
Zong Telecommunication Ltd.
Worked as “Administration Assistant”, January 2011 – December 2011
Responsibilities:
· Used a variety of software packages, such as Microsoft Word, Outlook, PowerPoint, Excel, etc., to produced correspondence and documents and maintain presentations, records and database 
· Attended meetings, taking minutes and keeping notes 
· Managed and maintained budgets, as well as invoicing 
· Coordinated with staff in other departments and with external contact 
· Ordered and maintained stationery and other office equipment 
· Sorted and distributed incoming post and organized and sent outgoing post 
· Organized and stored paperwork, documents and computer-based information 
· Other tasks as suggested 
ACADEMICS

“Master of Public Administration” (Human Resource Management) – MPA (HRM) University of Karachi - Karachi, Pakistan, (Year: 2011)
1st Division
“Bachelor of Public Administration” (Human Resource Management) – BPA (HRM) University of Karachi - Karachi, Pakistan, (Year: 2010)
1st Division
“Higher Secondary School” (Commerce & Economics) - Karachi, Pakistan, (Year: 2007) A Grade
“Secondary School” (Computer Science) - Karachi, Pakistan, (Year: 2005)
A Grade
LANGUAGE TALENT

	English:
	Advance (Reading)
	Advance (Writing)
	Good
	(Speaking)

	Arabic:
	Advance (Reading)
	Good
	(Writing)
	Basic
	(Speaking)

	Urdu:
	Advance (Reading)
	Advance (Writing)
	Advance (Speaking)


PROFESSIONAL CERTIFICATIONS

Basic Labor Laws / Industrial Relations – Skill Development Council – Karachi, Pakistan Business Communication - Innovative English Learning Center – Karachi, Pakistan English Language Communication – DOMINO Institute – Karachi, Pakistan
English & Analytical Reasoning – IBA Institute – Karachi, Pakistan
SEMINARS / WORKSHOPS

Role of HR in Org. Development – Pakistan Society for Training & Development – Karachi, Pakistan Art of Public Speaking – Pakistan Society for Training & Development – Karachi, Pakistan Recruitment & Selection – Department of Public Administration – Karachi, Pakistan
Be an Active Citizen – British Council & Shell – Karachi, Pakistan
PROFESSIONAL ACHIEVEMENT

· Reduced employee turnover by 35% by increasing salary level including overtime which enabled the organization to compete with other employers in the industry 
· Increased the morale and dedication of lower level staff / workers towards work by giving them opportunities to participate in different training and development programs 
· Awarded a certificate as “Key Member of Company Corporate Website Development Project” 
PROFILE SUMMARY

	D.O.B: 08-09-1987
	
	Age: 27
	
	Qualification: Master Degree (HRM)
	

	
	
	
	
	
	

	Marital Status: Single
	
	Nationality: Pakistani
	
	
	

	Visa Status: Visit Visa
	
	
	
	Total Work Experience: 4Y & 3M
	

	
	
	
	
	
	


