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CAREER PROFILE
A Human Resources & Administration Professional with over 6 years of progressive experience augmented by a strong education background, master  in IT & Management . Experienced in Payroll Administration,Benefits/Compensation,Administration,Talent/PerformanceManagement, Recruitment/Selection, Training/Development, HR Policy and Organizational Design, Contract Negotiation, Job Costing Analysis, People Management, Progress Improvement, and Strategic Planning.  Sound knowledge of Labour Relations, Occupational Health & Safety, Pay Equity and other related labour laws, Office Management/Operations. Proven ability to function as a Strategic HR Business Partner and develop and implement successful human resources management strategies to support corporate mandate, 
Creative and innovative thinker with effective human resources management and goal setting abilities combined with superior leadership, team building, communication, interpersonal, and presentation skills.  Self-motivated with the ability to excel in a fast-paced environment; communicate effectively at all levels; manage competing priorities; and adapt readily to new challenges.

EMPLOYMENT HISTORY:

1. Admin/Log Officer                                                                         July-2014 To Sep 2014

Relief International (USA)- Islamabad Pakistan 
· Managing the procurement of goods and services for projects , ensuring procurement is cost effective, timely, efficient and compliant with  RI procedures and guide lines.
· Manage procurement contracting includes all sorts of work, supplies and services contract at national level.
· Managing the tender process for new suppliers in collaboration with Programme Managers and Procurement Committees & ensure transparency at all level
· Managing and ensure the timely delivery of goods, supplies and services to the field office for the uninterrupted functioning of the programs and ensure the overall efficiency of procurement components at all levels.
· Monitors and maintains current inventory, Stock; Records purchases, maintains, update database, performs physical count of inventory, and reconciles actual stock count to computer-generated reports.
· processing of procurement requests and prepares procurement documents including, Bid Analysis, Purchase Orders and Contracts in compliance  with RI .
· Managing and ensures timely payment of all utility bill and keep accurate record of it and also managing petty cash

· Facilitates hotel booking, travel, meetings and other logistics arrangements for local and international staffManaging ticketing, arrangements of accommodation
· Provided support in HR functions  Recruitments & selection ,orientation , performance appraisal guidance , learning and development , event arrangement(training , workshops, seminar)  IT and Office Management 
2:    Human Resource  Administrator                                               August-2014 To March-2013
      Pakistan Cyber Vision International-Pakistan
Responsibilities  are:
· Working as key focal point for recruitment of national, provincial and district level staff. 

· Review and update the existing in country HR policies and systems including recruitment, termination, transfer, disciplinary action, staff development, medical evacuation etc. and suggest changes for development and improvement. 

· Collate payroll information,  Payroll preparation ,End to end processing of company Payroll(s), Leave encashment , staff retirement benefits , final settlement , Update HRMIS  update leave recoreds

· In coordination with the Country Director and senior management preparing staff retention plans.

· Conducting regular salary surveys.

· Ensures that all recruitment files, individual personnel files, consulting contracts, job descriptions, salary scales, grievances, and training plans and activities are properly maintained and updated. Ensure and maintain the confidentiality of all personnel files.

· Regularly consult with the senior management team on matters of significance to staff and administrative affairs.

· Liaise with Head Quarter on local labour laws and other personnel policy matters. Liaise with the local legal counsel on HR issues that requires legal interpretations and clarity

3:      Human Resource  Officer __________                                 August-2012 To June-2013

     Islamic Relief World Wide - Pakistan

             My core responsibilities are :

· Administerd compensation, benefits and performance management systems, and safety and recreation programs..
· Advise managers on organizational policy matters such as equal employment opportunity and sexual harassment, and recommend needed changes.
· Maintains the work structure by updating job requirements and job descriptions for all positions.

· Maintains organization staff by establishing a recruiting, testing, and interviewing program; counseling managers on candidate selection; conducting and analyzing exit interviews; recommending changes.

· Prepares employees for assignments by establishing and conducting orientation and training programs.

·  Prepared payroll(s) ,Maintains a pay plan by conducting periodic pay surveys; scheduling and conducting job evaluations; preparing pay budgets; monitoring and scheduling individual pay actions; recommending, planning, and implementing pay structure revisions. 

· Ensures planning, monitoring, and appraisal of employee work results by training managers to coach and discipline employees; scheduling management conferences with employees; hearing and resolving employee grievances; counselling employees and supervisors.

· Maintains employee benefits programs and informs employees of benefits by studying and assessing benefit needs and trends; recommending benefit programs to management; directing the processing of benefit claims; obtaining and evaluating benefit contract, Prepare and follow budgets for personnel operations.
· Ensures legal compliance by monitoring and implementing applicable human resource federal and state requirements; conducting investigations; maintaining records; representing the organization at hearings.
· Maintains management guidelines by preparing, updating, and recommending human resource policies and procedures
4      Sr. Human Resource /Admin officer:                                     January  2007  To  July -2012.
         Relief International (USA)-   Pakistan

       Core Responsibilities:
· Function as a HR Generalist, responsible for Payroll Administration, Benefits/Compensation, Training & Development, Recruitment/Selection and Employee Relations, reporting to the Country Director 

· Process compensation and benefits (Payrolls, Payroll reconciliation, Timesheet compilation, leave record updating , overtime calculation, Severance payments ) for more than 1100 employees , Update  HRMIS  regularly
· Coach managers on the process of evaluating employees, setting goals, conducting objective performance reviews, and recognizing and awarding performance to improve productivity  

· Handle employee terminations, grievance and other difficult situations in a sensitive, fair and respectful manner, working closely with legal counsel, supervisors and management

· Identify talent and aspirations of individual employees and provide coaching aimed at motivating them to undertake the necessary training required to advance their careers within the company

· Develop job profiles and source candidates from major job boards; select, interview and hire 600 employees in collaboration with department managers.

· Plan and develop on-the-job training programs for line employees and career development programs for managers with a focus on retaining existing talent and reducing employee turnover

· Ensured compliance of HR activities with RI rules and regulations, RI policies, procedures and strategies; effective implementation of the internal control, analysis of parameters in support of proper design and functioning of the HR management-system. 
HR business processes mapping and elaboration/establishment of internal Standard Operating Procedures (SOPs) in HR management  
· Management of recruitment processes including job descriptions, vacancy announcement, and screening of candidates, organization and participation in the interview panels.
· Managing the on-going maintenance and proper operation of all facility (including offices and guest houses) water, electrical and other systems

· Providing general administrative support to the staff including office management, government liaison and maintenance issues.

· Liaise with central and provincial government on issues related to the MOU, NOC’s and staff visas

· Identify appropriate office and staff housing facilities, as needed and requested; prepare contracts for the rental of facilities, as requested.    

 FUNCTIONAL SKILL
· Public Relationship

· Computer Literate ( MS Office, HRMIS, Ax-Dynamix, Data basis, Networking,  Office Automation, Operating System window)

· Software and hardware installation and internet browsing

EDUCATIONAL ATTAINMENT 

· COMSAT University Islamabad Pakistan

      MS Management (Project Management thesis IP) 2015 
· University Of Peshawar- Pakistan
       BS   IT & Management- 2006.

PERSONAL INFORMATION
· Gender                       :                Male

· Nationality                 :                Pakistani

· Date of Birth              ;                9 January 1983     

· Marital Status             :                Single

· Languages Spoken     :                English/Urdu/Hindi 

· Visa status                  :                Visit Visa 
References: Will be furnished upon request.
