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Career Objective
Maintain and enhance human resources productively in an organization, developing strong manpower, identifying talent and deploying professional development programs in order to achieve organizational goals and fulfill employees’ needs.
Computer Skills:

· MS-Office 2007 & 2010(Word, Excel, PowerPoint, Access, Outlook) 

· Operating Systems: Windows 95/98, Windows 2000 Professional, Windows XP Professional, Win7 & Win8 – 8.1
KEY SKILLS AND ATTRIBUTES:
· Excellent administrative, management and people skills.
· A good communicator who can liaise with all the members at different levels of the organization.
· A good team member and team leader.
· Over 7 years experienced in HR/Admin  
· Sound knowledge of SAP 
· Worked on Management Information System
· Experience of costing/pricing & Pay Roll
· Holds international experience in HR/IT & Admin
· Enthusiastic team member, well organized and able to work under pressure.
Work Experiences:
Jadeed Group of Companies 
     
           


HR Officer (March 2015 till date)

Responsibilities and Duties:

Working closely with various departments, increasingly in a consultancy role, assisting line managers to understand and implement policies and procedures; promoting equality and diversity as part of the culture of the organisation; liaising with a wide range of people involved in policy areas such as staff performance and health and safety; recruiting staff - this includes developing job descriptions and person specifications, preparing job adverts, checking application forms, shortlisting, interviewing and selecting candidates; developing and implementing policies on issues like working conditions, performance management, equal opportunities, disciplinary procedures and absence management; advising on pay and other remuneration issues, including promotion and benefits; undertaking regular salary reviews; administering payroll and maintaining employee records; maintaining their provident fund / EOBI accounts.
Roots College International 
     
            

 ACCA Programme Manager (Oct 2013 to March 2015)

Responsibilities and Duties:

Managing the relationship with ACCA Learning Partners - manage and develop relationships with tuition providers, including identifying tuition opportunities, supporting existing providers to ALP and monitoring tuition activity. Student support, conversion and retention - manage students towards conversion, including assistance/guidance on matters relating to the practical experience requirement, annual returns etc.  
Cambridge Regional College – London Campus         
      Admin Officer (March 2013 to July 2013)
Responsibilities and Duties:

Assists in interviewing and selection of administrative staff in coordination with consulting staff members and/or office managers. Mediates and helps resolve issues that surface between administrative staff and among administrative assistants. Oversees on boarding of new administrative assistants. Ensures that all administrative assistants are trained to support assigned consultants and identify additional training that administrative assistants may need. Provides performance feedback to administrative assistants including annual performance reviews and coordinating any feedback with the administrative assistant’s respective consultants/associates. Ensures that all administrative assistants are trained on new improvements/updates. 
Global Peace Pioneers-Pakistan         
          

    HR/Admin Officer (January 2012 to March 2013)
Responsibilities and Duties:
Collate, present, and make recommendations based on the analysis of training-related data to support management decision-making regarding training activities with accuracy and in a timely basis. Prepare annual training plan and ensure it is aligned with Human Resources Development strategy and manpower plans as well as market conditions. Analyze and consider the costs of planned programs and keeping within budgets. Monitor, review and assess the return on investment of training or development program by using questionnaires and through discussions with managers. Coordinate the company's manning needs. Oversee the development of recruitment plans. Worked with finance department to maintained their pay roll.
Homebase Ltd, London. UK


        


HR/IT Assistant (Oct 2006 – June 2011) 
Responsibilities and Duties: 

Promote organizational Development by designing, implementing and mainintaing Performance System includes a competency based performance, employee development process and workforce development process. Work with business to fulfil short and long term needs by partnering with human resources’ business partners in analysing employee’s needs, identifying, developing and implementing interventions and action plan. Conduct employee's satisfaction survey on a regular basis and benefit from the results in the Organizational development. Evaluate the organizational structure and preparing a system for job design and predict the needs of the Organization from the staff. Sound knowledge of SAP & Management Information System.
United Nations- UNDP - Islamabad.
                   

Interne HR Unit (February 2005 –May 2005)
Responsibilities and Duties: 

Assisted in developing Human Resource Software. To develop the HR business plan. Ensure appropriate communication at all staff levels. Coordinating training sessions, monitoring staffing levels or helping to recruit the most skilled and enthusiastic people, providing essential support to our Personnel and Training Manager across the full range of HR issues. Drafting & Correspondence. Monthly briefing, news, update, and all range of Admin and secretarial duties. 
Pakistan International Airline, Islamabad    
 
           

Interne - HR (June 2003 – Aug 2003)
Responsibilities and Duties: 
            To maintain and develop HR policies, ensuring compliance and to contribute the development of corporate HR policies. To develop the HR team, to ensure the provision of a professional HR service to the organization. Manage a team of staff.  Responsible for mentoring, guiding and developing them as a second line to the current position. Ticketing & Reservation. (I have been dealing with PIA internal & external customers to purchase domestic & international tickets and telephonic communication with the customers for seat reservation). Cargo Sales & Services, Speedex Couriers, Finance, Flight Operation, Flight Services, Flight. Safety, Data Communication (IT), Administration (HR)
Education:

Postgraduate Diploma (Management Studies)    
London International College UK - 2008

Advanced Diploma (Business Administration)              Professional College of Management Sciences UK - 2007

MS Information Technology   



Preston University, Islamabad - 2005
BS Information Technology
 


Preston University, Islamabad – 2004

Interests: 
Music, Movies, Gym, Football, browsing and surfing
References: 
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