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	PERSONAL STATEMENT
	Human Resources Professional with proven track record of success. Effective, well-respected leader and problem solver with confident abilities to plan, organize and manage all human resources and risk management activities. A responsive, accomplished professional who enjoys a variety of challenging projects and responsibilities. Major strengths include coaching and mentoring; issue spotting and strategic analysis in personnel/conflict resolution; high integrity and level of trust; solid blend of business and people skills; 
Expertise includes: Staffing, Performance management process, Employee Relations, Succession Planning, Consulting, Union Avoidance, Negotiating, Problem Solving, Strategic Thinking, Management/Employee Development, Performance Coaching, Conflict Resolution, Team Building, and Instructing - Workshop Facilitation.
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	Jun 2014–Present
	Human Resource & Administration Executive

	
	Amigo Software, Lahore (Pakistan) 

	
	· Sole HR representative for a growing organization with 69 full-time employees

· Hired 14 full-time professionals in 2014 ranging up to Managerial level across all company departments.

· Proactively sought out unique low cost recruiting techniques saving organization’s thousands of rupees in executive recruiter fees.
· Crafted job descriptions for 16 job titles across five different departments

· Pre-screens applicants prior to Managers review for hiring consideration

· Conducts pre-employment interviews with applicants

· Prepares offer letters and offer packages for hired employees

· Process new hire documentation: including reference checks, verify work eligibility/authorization, and verify certifications

· Negotiated job offers and salary requirements with candidates.

· Assisting executive management in the forecasting and planning for hiring managed the vendor relationship with temporary staffing agency to keep key positions filled.

· Administers benefits programs such as life, health, dental and disability insurances, vacation, sick leave, leave of absence, and employee assistance.

· Developed and implemented various Human Resource policies and procedures and dissemination through employee communications

· Handled payroll, benefits, workers' compensation, unemployment, and more

· Overhauling compensation program revamping job bands and updating salary structure for rapidly expanding organization

· Established company's first-ever 360 degree performance management process insuring annual assessment compliance for all employees

· Launched new hire orientation program 




	Aug 2013–Jun 2014
	Human Resource Executive & Soft Skills Trainer

	
	Pearl Continental Hotel, Lahore (Pakistan) 

	
	· Conducted interviews with General Manager & Deputy General Manager.

· Worked closely with departments, increasingly in a consultancy role, assisting line managers to understand and implement policies and procedures

· Recruited staff and trainees - this includes developing job descriptions and person specifications, preparing job adverts, checking application forms, shortlisting etc.

· Developed and implemented policies on issues such as working conditions, performance management, equal opportunities, disciplinary procedures and absence management.

· Negotiated with staff and their representatives on issues relating to pay and conditions.

· Administered payroll and maintaining employee & trainee records.

· Planned and delivered training, including inductions for new staff

· Organized various events and employee development activities

· Prepared associate training manuals in correspondence with TNA.


	Jun 2012–Aug 2012
	Internship

	
	Bank Alfalah Limited, Lahore (Pakistan) 

	
	· Updated and maintained new and old clients records

· Attended various Interviewing sessions with managers

· Attended the audit session of 2012

· Organized staff events
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	2010–2011
	Business Management Courses (EU-Scholarship)
	

	
	Sabanci University, Istanbul (Turkey) 


	2009–2013
	Bachelor of Business Administration
	

	
	Hajvery University, Lahore (Pakistan) 


	2007–2009
	F.sc (Pre-Engineering)
	

	
	Defence Degree College, Lahore (Pakistan) 


	PERSONAL SKILLS
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	Mother tongue(s)
	Urdu

	
	

	Other language(s)
	UNDERSTANDING
	SPEAKING
	WRITING

	
	Listening
	Reading
	Spoken interaction
	Spoken production
	

	English
	C1
	C1
	C2
	C2
	C2

	Turkish
	A1
	A1
	A1
	A1
	A1

	
	Levels: A1 and A2: Basic user - B1 and B2: Independent user - C1 and C2: Proficient user

Common European Framework of Reference for Languages 


	Computer skills
	· Proficient computer literacy proven through work experience in [office suite (Word, PowerPoint, Excel) spreadsheet tabulations, social media coordination, etc.]
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	Honours and awards
	· Awarded with European Union’s Scholarship.


	Projects
	· The role of Strategic Planning in achieving organizational goals (Istanbul)

· Conducted Research Survey and Analysis for Stylo Pakistan Limited



