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Oct 02, 2014 – Present
HR Coordinator, Marinate The Restaurant 

June 07, 2014 – 16 September 2014
Human Resource Officer, Hotel One by Pearl Continental (Hashoo Group)
Nov 07, 2012 – May 25, 2014
HR Officer, Marinate The Restaurant 
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SUMMARY OF QUALIFICATION





SKILLS





Human Resource Management degree (Bachelor of Business Administration Hons in HR) with 4 Months of working on a multitasking role in a diverse environment. Demonstrated strengths include:





HR Administration


Recruitment and Selection


Compensation and Benefits





Training and Development


Employee Relations and Communication








Analytical &research


Negotiation & persuasion


Interpersonal / Teamwork


Flexibility/Adaptability


Problem Solving





EXPERIENCE	





Job Description





Implemented and maintained efficient, accurate means of data collection and processing.


Provide advice and assistance when conducting staff performance evaluations.


Provide advice and assistance with writing job descriptions


Identify training and development opportunities


Organize staff training sessions, workshops and activities


Process employee requests for outside training while complying with policies and procedures


Provide basic counselling to staff who have performance related obstacles


Monitor staff performance and attendance activities.


Generated special reports regarding employee data for practical management.


Applied continuous process improvement to HR Systems Administration work.


Facilitated confirmation review, performance review and exit formalities of employees.


Provided feedback and metrics to the senior management on attrition, performance management ratings and other relevant HR metrics.


Monitor daily attendance.


Investigate and understand causes for staff absences.


Recommend solutions to resolve chronic attendance difficulties.


Provide basic counselling to staff that have performance related obstacles.











Provide advice and recommendations on disciplinary actions.


Monitor scheduled absences such as holidays or travel and coordinate actions to ensure the staff absence has been adequately covered off to ensure continuity of services.


Coordinate staff recruitment and selection process in order to ensure a timely organized and comprehensive procedure is used to hire staff.


Provide advice and assistance to supervisors on staff recruitment


Access funding for training and write proposals





Prepare notices and advertisements for vacant staff positions.


Schedule and organize interviews


Participate in applicant interviews


Conduct reference checks on possible candidates


Prepare, develop and implement procedures and policies on staff recruitment


Provide information and assistance to staff, supervisors and Council on human resource and work related issues.


Initiated employee’s registration process for the social insurance services by Employee’s Old-Age Benefit Institute (EOBI) and Social Security.








EDUCATION





Semester Projects / Achievements





SOFTWARE





Microsoft Office


MS Windows








Presentation and Report on Managerial Practices of Nestle: Principles of Management


Presentation and Project on APPLE: Marketing Management.


Presentation and Report on Pepsi: Operations Management.


Presentation and Project on GFC Fans: Human Resource Management.


Presentation and Project on Micro Soft: Project Management.


Presentation and Project on Bank Al-Falah: Compensation & Reward Management.


Presentation and Project on FINAL BUSINESS PLAN (DHUA TECH)


Experience on field as an internee in PTCL in HRM (3 months)








2012	BBA (Hons)


	(Specialization in HRM)


2008	Diploma in Commerce








EDUCATION








