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CAREER SUMMARY


A delivery driven and enthusiastic Human Resource  and Administration Professional having more than four years of diversified experience (in Gulf and South Asia) in core areas of Human Resources including Recruitment & Selection, Performance Management, Employee Relations and Manpower Planning & Budgeting.
PROFESSIONAL EXPERIENCES

Descon Engineering Qatar LLC – Doha, Qatar
                      Nov, 2010 – Till Date
     
Human Resource Executive
Job Responsibilities
Recruitment

· Responsible for end to end recruitment cycle for projects and turnarounds: sourcing, recruiting and inducting candidates whilst ensuring KPI's like time to fill and quality of hire.
· Prepare manpower requirement, deployment and mobilization plans for projects as per their scope and budget.
· Conduct preliminary interviews for all positions, partner with line to shortlist candidates for selected position by understanding the nature & scope of job. 

· Planning and identifying recruitment resources from different geographical locations (notably: India, Pakistan, Nepal, Sri Lanka, Bangladesh, Philippines, Kenya, Ghana and Egypt).

· Liaison with manpower agencies for recruitment and mobilization of potential candidates. 

· Arrangement of Interview Campaigns and liaison with advertising agencies for placement of job ads in newspapers and online portals.

· Preparation of Demand Letter, Power of Attorney for manpower agencies and any other documents required to set up interview campaigns. Ensure all necessary approvals have been taken before start of campaign.

· Negotiating salaries and benefits with selected candidates.

· Preparation of manpower plans for projects’ life cycle, ensuring to keep no more than 40 percent of each nationality on each project.
· Designing salary structures for project personnel in accordance with project’s budget.

· Professional Reference Checks of short listed candidates.
· Attending weekly meetings with Project/ Planning Managers for reviewing recruitment strategy as per project’s manpower deployment plans. 
· Preparation of fortnightly and monthly manpower reports to regularly monitor that manpower is in line budget.
· Ensure job descriptions for all required positions are up to date and prepare new as and when required.
· Maintain a strong CV database for effective recruitment process.
· Design and manage the rotations as well as the development plan for Management Trainees.
· Coordination with Visa section to arrange visa for selected candidates.
· Hands on experience of recruitment for following turnarounds and projects:
Turnarounds
· Qatar Petroleum (2013 & 2015)
· Qatar Gas (2011—2015)
· Qatar Chemicals (QCHEM, 2011 & 2015)
· Dolphin Energy Qatar (2011 –2015)
· NGL – Qatar Petroleum (2015)
· Qatar Petrochemicals Company (QAPCO, 2014)
· Qatar Fertilizer Company (QAFAC, 2014)
Projects

· Barzan onshore gas field project (2011—2015)
· Plateau Maintenance Project  (PMP) at Qatar Gas (2011 – 2014)
· Qatar Fertilizer Company (QAFCO, 2014)
· Qatar Aluminium Retrofit Projects (QATALUM, 2014)
· Ras Gas Retrofit Projects (2012—2015)
Performance Management

· Highlight the candidates with high potential to senior management and plan their next allocation in discussion with departmental heads.

· Development of career path for high potential candidates and departmental rotations of prospective employees.
· Talent Development Plans (Succession Planning & HIPO’s Development).
· Salary & Benefit Surveys.
General HR/Administrative Activities
· Guide employees on HR and company policies and help them in their interpretation.
· Arrange sessions to cater employee grievances and take necessary remedial actions accordingly.

· Gather and analyze data and prepare analysis on various aspects of Human Resource Management and General / Admin services. 
· Coordinate with ticketing coordinator for booking of tickets for mobilization and demobilization of employees.

· Liaison with Ministry of Interior and Ministry of Labour and ensure the employees’ data (as per Government’s requirements) is provided to them timely.
INTERNSHIPS


Telenor Pakistan Limited -- Lahore, Pakistan                                                                       Jul-Aug, 2010
Dept: Corporate Sales (Postpaid)
· Worked with after sales relationship and back-end teams to ensure continuous cordial relationship with clients by swiftly responding to queries / complaints. 
· Worked on projects to develop new call rate packages that could further bring down the communication costs for customers.
Engro Foods Limited -- Sahiwal, Pakistan                                                                               Jun-Jul, 2009                                                                                                                
Dept: Supply chain (Milk procurement Department)



        
· Worked with Supply Chain Team. Firstly I understood their milk supply cycle by visiting different milk collection areas and meeting with a large number of milk suppliers. 
· Assisted the team in devising SOPs for milk supply cycle.

EDUCATION


Lahore University of Management Sciences (LUMS)                                                               2006-2010
Bachelor of Science (Honors)     
Society of Actuaries (SOA) (The official US board for Risk Management Certificate exams)                              2010                                                                                                                                                                                                              
Passed two examinations:

1. Probability (P1) 

2. VEE Economics 
RELEVANT SKILLS and ACCOMPLISHMENTS


Interpersonal & IT Skills: 

· Possess excellent communication, persuasive, analytical and presentation skills.

· Have a good command over statistical and data analysis software like STATA.
· Proficient in Microsoft Visio, Excel, Word and Power Point.
Honours & Awards
· Rated as Outstanding employee in annual performance measures in Descon Engineering Qatar LLC for past two years.
· Got 100 percent Scholarship in A Level from 2004 – 2006.
Interests:
· Mughal Art and Architecture
· Music

· Movies
· Cricket

· Literature
Extracurricular:                                                                                                                           
Coordinated and organized multiple extracurricular events at Lahore University of Management Sciences notably:  
· Olympiad-- 2008          
· Homecomings in 2007, 2008 and 2009

