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Certified Human Resource Management Professional (CHRMP)
Certified Training Professional (CTP)

	AREAS OF EXPERTISE

Organization Development

Performance Management
Training & Development 

Recruitment & Selection 

Kaizen 
Productivity Boards 
OBEYA System

Management Review Meeting system 


	PROFESSIONAL SUMMARY
A confident and reliable Organization Development (OD) & Human Resources (HR) professional having experience of developing and implementing Strategies, Structures and HR Policies in employers’ organizations. Extensive knowledge and experience of key processes such as performance management, training & development, recruitment & selection, disciplinary actions, employee grievance handling, payroll processing and health insurance. In addition to HR relevant operations also have experience of Kaizen Methodology implementation and development of various Business Processes of different departments.


	
	PROFESSIONAL EXPERIENCE

Master Group of Industries

Deputy Manager OD & HR            (January, 2012 – Present)

Job Roles
· Organization Development (OD)  

· Facilitating yearly Strategic Planning process of organization including the development of Balanced Scorecard.
· Design, Re-Design and implement organization structures in close collaboration with head of business units.

· Worked on Job Designs for optimum utilization of Human Capital. 
· Developing Human Resources Policies, Procedures & Documents (Forms & Letters) and shaped in HR Policy Manual. ( Manual is approved and implemented)
· Business process engineering and reengineering of Production, Store, Order Management, Sales & Dispatch, purchase and sales of scrap etc. 
· Act as internal change agent for managing people side of change.
· Human Resource Management (HRM)
· Perform yearly Human Resource Planning (HRP).
· Manage talent acquisition and employer branding function.
· Manage Performance Management by developing Key Result Areas (KRAs) and Key Performance Indicators (KPIs) by keeping in view Balanced Scorecard and Line Managers inputs.
· Coordinating and monitoring of quarterly performance appraisals. 

· Performed yearly salary surveys and updating salary slabs in grading structures.

· Perform Job Evaluation according to HAY Methodology of all old and every new created job description in organization.

· Manage training function by supervising training executives during Training Need Analysis (TNA) and regular training programs.

· Act as in-house trainer of organization by conducting regular training sessions on Customer Services, Art and Science of Selling, Business Communication, Supervisory Skills, Calculating ROIs, Work Ethics, Learning Professional Behavior and other soft skills. 

· Regularly Conducted HR Risk Assessment to form HR Risk Management Strategy. 

· Coordinating and monitoring KAIZEN initiatives at factories and Head Office 

Royal Tag Men’s Wear, Pakistan 

In-Charge Human Resources            (March, 2010 – December, 2011)

Job Duties

· Re-engineering of employment policy and procedure 

· Carrying out recruitment & selection process 

· Designing job ads, collecting and short listing CVs 

· Conducting first interviews 

· Using market intelligence to hunt quality candidates 

· Orienting new employee 
· Conducting proactive and reactive Training Need Assessment 

· Preparing required departmental Soft and Technical Skills Set

· Developing training calendar 

· Acting as trainer in all in house training workshops.

· Developing and executing Apprenticeship Program 

· Initiating performance appraisals in the organization.

· Transforming annual appraisal system into a performance management system

· Defined Key Performance Areas (KPAs) 

· Developed KPA tracking system

· Conducting quarterly performance appraisals

· Conducting performance meetings 

· Coordinating mystery shopping 

· Assisting CEO in decision making related promotions and increments

· Reengineering of compensation and Benefits policy and procedure 

· Conducting salary survey periodically 

· Introducing pay package of multiple commission and incentive plans for the retail staff 

· Introducing cost effective discretionary benefits 

· Developed and Implemented staff advance and loan policy

· Developed complete Customer Services and Retail Operations Manual aligned with business strategy

Al-Razi Healthcare (Pvt) Ltd, Pakistan
Training Specialist (Executive)          (May, 2009 – March, 2010)

Job Duties

· Designed, Coordinated and executed TNAs.

· Designed training programs to cater specific training needs of company employees.

· Performed extensive literature review for various concepts and soft skills.

· Remained involved in designing and looking after arrangements for training programs

· Established links with training consultancy companies and Independent trainers

· Coordinated in developing training budgets and calendars

· conducted extensive literature review for following concepts and designed training programs for them 

Greenwichbell Resource (Pvt) Ltd, Pakistan
Recruitment Consultant             (March, 2008 – April, 2009)

Job Duties

· Understanding job specifications.

· Finding and short listing most relevant CVs from Job boards and occasionally profiling as well if so required by client.

· Understanding client requirements.

· Maintaining and improving client relationship (Client Liaison).

· Preparing weekly reports to be presented at various levels including directors. 

· Operating client’s personal CV database through remote desktop.



	
	PROFESSIONAL CERTIFICATIONS 

Certified Human Resource Management Professional (CHRMP)
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From Highly Keen – The HR Institute

Duration: 4 Months (3rd  Jul, 2009 – 31st Oct, 2009)

Certified Training Professional (CTP) 
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From Highly Keen – The HR Institute

Duration: 4 Months (3rd Aug, 2010 – 1st Dec, 2010)

Certificate of Personal Effectiveness 

From Highly Keen – The HR Institute 

Duration: 4 Months (1st Jul, 2010 – 25th Oct, 2010)


	
	PROFESSIONALTRAININGS

Lean Production System 

From Pakistan Japan Business Forum (30th July, 2013)
Performance and Compensation Management 

From Highly Keen – The HR Institute (14th May, 2011)

Human Resource Consultancy

From Highly Keen – The HR Institute (24th Feb, 2011)
Interviewing Skills for Line Managers 

From Highly Keen – The HR Institute (23rd Dec, 2010)
Highly Keen's 1st HR Business Partner Conference 

From Highly Keen – The HR Institute (13th Mar, 2010)
7 Habits of Highly Effective People 

From Leeza Riaz (21st Oct, 2009)
Business Communication 

From Huda Noor (20th Aug, 2009)

Training Need Analysis 

From Pakistan Institute Of Management (13th Aug, 2009)
Office Management Skills 

From Leeza Riaz (30th July, 2009)
Motivation at Workplace & Confidence Building 

From Leeza Riaz (30th Jun, 2009)
Communication & Presentation Skills 

From Syed Bilal Qutab (20th Jun, 2009)
Presentation Skills Training Course 

From The Professionals' Academy of Commerce (18th Mar, 2003)


	
	HONORS & AWARDS

Scored twice Rector’s honor roll and once Dean’s honor roll during MBA

	
	ACADEMIC BACKGROUND

Master in Business Administration (MBA)
Human Resource Management 

Imperial College of Business Studies, Lahore (2007)


	
	REFERENCES

Available on demand. 




