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	PROFILE
	A
	seasoned professional with extensive experience as an HR Generalist in Information
	

	
	Technology, BPO, and Telecommunication sector. My experience incorporates the delivery of
	

	
	operational services, performance management, recruitment & on-boarding, training &
	

	
	development, and team management.
	

	
	
	
	
	

	EDUCATION
	
	
	2008: MBA - Marketing (Lahore, Pakistan)
	

	
	
	  2006: BBA - Marketing (Lahore, Pakistan)
	

	
	
	  2002: Higher Secondary School (Lahore, Pakistan)
	

	
	
	  2000: Secondary School (Lahore, Pakistan)
	

	
	
	
	

	SKILLS & ABILITIES
	
	Change Management
	

	
	
	Customer Service & Satisfaction
	

	
	
	
	

	
	
	Employer Branding
	

	
	
	Employee Liaison
	

	
	
	Event Organization
	

	
	
	Employee Communications
	

	
	
	Employee Relations & Retention
	

	
	
	Grievance Proceedings
	

	
	
	Human Resources Generalist
	

	
	
	Internal Affairs
	

	
	
	International Recruitment
	

	
	
	Management Training & Manpower Planning
	

	
	
	Operations Management
	

	
	
	On-boarding
	

	
	
	Organization & Policy Development
	

	
	
	Profit & Loss
	

	
	
	Performance Appraisal
	

	
	
	Recruitment & Staffing
	

	
	
	
	

	EXPERIENCE
	
	HR OPERATIONS MANAGER NEXTBRIDGE (PVT) LTD. | LAHORE, PAKISTAN| 2009 – 2015 | (6 YEARS)
	

	
	
	
	

	
	
	Responsibilities:
	

	
	
	
	Complete Recruitment Lifecycle
	

	
	
	 On-boarding process
	

	
	
	 Client and Employee Account Management
	

	
	
	 Employee Retention & Exit Interviews
	

	
	
	
	Writing Departmental Policies
	

	
	
	 Profit & Loss Reporting
	

	
	
	 Assisting in Invoicing and Billing
	

	
	
	 Providing Custom Reports to Clients & Management
	

	
	
	
	Employer Branding
	

	
	
	
	Record Keeping
	

	
	
	 Employee Relation & Communication
	

	
	
	
	Internal Affairs Coordination
	


TELESALES REPRESENTATIVE OVEX TECHNOLOGIES | LAHORE, PAKISTAN| 2008 – 2009 | (3 MONTHS)
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Responsibilities:
· Receive In-bound calls 
· Marketing the Products 
· Order Placement 
· Generate sales for Electronics 
· Customer Satisfaction 
INTERN TELENOR | LAHORE, PAKISTAN| 2008 – 2008 | (3 MONTHS)
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Responsibilities:
· Preparing Rosters (Seating and Break Plans of all Call Centre Agents). 
· Preparing Quality and SMS Reports, Quiz & Training Schedules 
· Management of Call Centre Leave Records, Shift Swaps, Login Adjustments and Task Distribution 
· Extensive use of Power point and MS Excel for Reporting 

	ACHIEVEMENTS
	 Had 4 promotions in 6 years from Internal Affairs Coordinator to HR Operations Manager
	

	
	
	

	
	 Completed recruitment target of hiring 50 staff positions in a month
	

	
	 Successful international recruitment campaign in Sri Lanka
	

	
	 Recruitment drive leading to business expansion in multiple cities in Pakistan
	

	
	 Improved on-boarding, orientation process and employee appraisal forms.
	

	
	 Strengthen HR policies leading towards better resource management
	

	
	 Created a friendly workforce environment by providing a platform for employee grievances
	

	
	and developing a strong employee Liaison.
	

	
	 Launch of ESS (employee self service portal) - automation of HR forms, leave & data
	

	
	management and HRIS.
	
	

	
	 Business analysis & reporting i.e. client bonuses, staff credits & overtimes, P&L, pipeline
	

	
	reports etc of different business verticals (SBUs) presenting growth & financial directions of
	

	
	the Company.
	
	

	
	
	
	

	LANGUAGES
	English, Urdu, Hindi, Punjabi
	
	

	
	
	
	

	
	
	
	

	PERSONAL:
	
	
	

	
	
	
	

	
	DATE OF BIRTH
	15 MAY 1984
	

	
	PLACE OF BIRTH
	LAHORE, PAKISTAN
	

	
	REFERENCES
	CAN BE FURNISHED ON REQUEST
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