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PROFILE 
I am a mid level professional interested in building a career in the area of Human Resource and Administration. MBA with more than 5 years of experience and exposure to Human Resource & Administration policies, procedure and systems, I have had the opportunity to develop my skills in the areas of: 

	· HR Department Startup

· Employment Law

· Mediation & Advocacy

· HR Policies & Procedures
	· Staff Recruitment & Retention

· Employee Relations

· Alternative Dispute Resolution 

· Benefits Administration
	· Orientation & On-Boarding

· HRIS Technologies

· Training & Development

· Performance Management




EMPLOYMENT SUMMARY






(1)
Organization :              “Al TAREEQAH Management Studies UAE”
Education Partner of  “Chifley Business School Australia & Swiss Business School Switzerland”
Designation   :                Admin Manager /HR Executive
Duration        :                 Feb 2013 to till date.

CORE Responsibilities
· Ensuring best possible HR professional services to the employees in line with the specified and approved HR & Admin policies & procedures.
· Ensuring timely initiation and proper compliance of statutory requirement under various labor laws
· Preparations of long term and short term HR Budget.

· Responsible for providing all support to renewal of Trade Licenses.

· Recruitment, Handling orientation plan of the new employees and on job role trainings Coordinate with Head of Departments for Training Need Analysis of staff and track of the Yearly Training Plan.
· Maintaining and regularly updating master database (personal file, personal database, etc.) of each employee 
· Liaising with all government agencies to ensure adherence to compliance
· Preparing and submitting all relevant HR letters/documents/certificates as per the requirement of employees in consultation with the management
· Ensuring the timely submission of the HR / Marketing reporting, head count and training reports.

· Keep a complete record preparing, assisting and implementing plans for organizational Development.

· Maintenance of Time Management 
· Defining Job Description of the Employees 

· Leave management and Employees transfer, Promotion and terminations 
· Manage overall corporate payroll(WPS) processing functions including payroll and refunds, bonuses and commissions for employees

· Improving the overall customer relationship, delivering reliable administrative support and customer service. 

· Administrating Master Degree programs by University.

· Acknowledging customers promptly and treating them in a courteous manner
· Producing file notes after any client meetings, summarizing any additional actions required, including follow-up calls.
· Organize day-to-day operational decisions concerned with support services operations and budgets.

· Interpret and use appropriate discretion in application of university procedures, funding body terms and conditions, and legislative requirements.

· Contribute to and influence Institute policy and strategy. 

· Represent Institute Administration Manager at School Admin and Technical Team meetings.

· Managing Performance Management System and Replacement Plans.
(2)
Organization:              “Space Décor Est. Abu Dhabi UAE” 

Designation  :               HR Executive / Office Manager  

Duration       :                 Jan 2012 to Feb2013.

     CORE Responsibilities
· Responsible for organizing and coordinating office operations & policies and establish standards and procedures according to the ISO 9000 to ensure organizational effectiveness and efficiency.

· Handling of all Incoming and Outgoing correspondences
· Depending on the organization, duties of the role may extend to the management of social media.

· Developing and implementing new administrative systems, such as record management.

· Submission of drawings and Documents to Consultant and Client.

· Arranging and calculating staff salaries.
· Organizing the office layout and maintaining supplies of stationery and equipment.

· Organizing and chairing meetings with your staff - in lower paid roles this may include typing the agenda and taking minutes, but senior managers usually have an administrative assistant to do this.

· Writing reports for senior management and delivering presentations.

· Working and providing all support to PRO for renewal of licenses.

· Studying labor laws.

· Visa processing, dealing with immigration, labor and other concern authorities.

· Visiting labor camps, project sites to maintain staff and labor relationship.

· Reviewing and updating Health and safety policies and ensuring they are observed.

· Attending conferences and training.

 (3)

Organization:                “Al-Faisal International Transportation” 

Designation  :                 Assistant Operation Manager

Duration       :                 Feb 2008 to June 2011.

CORE Responsibilities
· Maintain and expand business in the assigned area.

· Negotiate agreements and resolves potential issues or problems with clients.

· Expands existing or current customer base by recognizing and involving top cargo agents within the area.

· Develop business plans to maximize cargo revenues.

· Create awareness of all the products and services in the area to magnify market influence and generate future sales.

· Prepare, monitor and control budget to ensure compliance with set targets.

· Study market conditions to pinpoint new breaks or prospects and possible threats.

· Develop sales network and price structure to attain targets and increase revenues.

· Implement customer service procedures to ensure customer satisfaction.

· Generate management reports for performance evaluation.

· Other administrative tasks may include some required budget assistance; payment processing, personnel activities, and staff scheduling.
ACADEMIC ACHIEVEMENTS
Master of Business Administration (HRM) Karachi,  Pakistan

Bachelor of Commerce Karachi (Accounts &Finance) Pakistan

LANGUAGES SPOKEN
English (Excellent), Urdu (Mother Tongue), Arabic (Basic)

PERSONAL DATA
D.O.B:                                15 June 1982

Nationality:                       Pakistani

Marital Status:                  Single

Religion:
              Islam[image: image1.png]





















