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Objective  


To optimally utilize my technical, innovative, decision-making and problem solving abilities in an exigent professional and growing environment for a promising career with further progress.
Professional Experience
Ajman University Of science & Technology 

          [December 2011  Till the date]

· Day to day support to Director and staff with regards to employee relations issues and by providing advice, guidance and interpretation of HR policies and procedures.

· Develops an awareness of and respect for the customs and cultures.
· Performs other related duties as assigned by the Director and HR Manager.
· Participates in the recruitment process of full time, adjuncts and temporary Administration & Academic staff by updating job descriptions, raising requisitions, sourcing candidates, handling interview logistics and ensuring that reference checks, security paperwork and all other new hire documentation is approved.

· Provides support to the respective Director on staff performance appraisals.

· Maintains and update staff records of performance appraisal, training and development profile to ensure the availability of information as and when needed.
· Plans, develops and coordinate the execution of program policy, procedures, and operations; monitors compliance with university policies, procedures, regulations, and appropriate laws. 

· Implementation, monitoring & Preparation of all work related to the daily and annual vacations, end of service benefits, health insurance, acquisition, processing, and preservation of archival materials. 
· Maintain record of all the correspondences related to AUST faculties and administrative departments to ensure matching the official procedures
· Performs miscellaneous job-related duties as assigned.​
· Streamline and generate the HR Relations reports and statistics

· Responsible of organizing and updating of the Employee files of the company by making sure that all the required documents are submitted on time and in due form and that they are properly filed and Maintain with family information.
· Manage compliance with immigration and statutory requirements (such as the resident permit applications, renewals, and applications for work visas, including medical examination, finger prints and labor contracts. )
· Knowledge of HRIS, Oracle System , TAS and MS Excel and the formula and data management functions
·  Preparing service / salary certificates, salary transfer letters, bank letters, etc. for employees, required for various purposes
Securiguard Middle East




 [January 2009 Till November 2011]


Position to reports to the Assistant Director of Human Resources performs administrative duties related to the recruitment of our Ladies & Gentlemen in order to ensure a pleasant and flawless experience.  Assist the Director of Human Resources on all recruitment, promotion and transfer in a timely manner in order to get all the documents required for the employee movement.  Support other Human Resources & administration activities and serve as back-up in the absence of the HR & Admin Manager. 

HR & Admin Department (HR coordinator)
· Demonstration of business ethics and personal integrity i.e. is widely trusted; is seen as a direct truthful individual.

· Presentation for newly hired Security Guards for Law & order, policies and responsibilities of them on the working locations.

· Providing the training for new security Guards before entering NSI program for Abu Dhabi police training.
· support management to design Key Performance Indicators (KPIs) and efficiently evaluate performance in order to support the company in achieving future goals

· Analyze of recruitment of new employees, promptly, accurately and consistently reports all visa related incidents and how they were solved.

· Communication and discussion of function’s, guidelines and procedures with employees to ensure responsibilities, authorities and accountabilities are defined and understood

· Responsible for coordinating with agencies for the recruitment of new employees

· Responsible for usage of Labor & immigration systems
· Responsible for residency visa processing in immigration

· Provide support to Company P.R.O. in transactions with government bodies (i.e. Dubai Municipality, Chamber of Commerce, Traffic Dept, Police, labour, immigration procedures & documentation etc.)

· Administrative work (i.e. handling the insurance of vehicles, travel coordination and inter office coordination etc)

· Streamline and generate the HR Relations reports and statistics

· Responsible of organizing and updating of the Employee files of the company by making sure that all the required documents are submitted on time and in due form and that they are properly filed and Maintain with family information.

· Responsible for forwarding employees timely for Finger prints  & training in Abu Dhabi and Dubai police
· Responsible for Looking after the database system named ePro (where gathered)
· Established and maintain open collaborative relationship with internal (employee and managers) and external groups (candidates, recruitment agencies), Act as the point of contact for other departments in relation to recruitment, promotions, transfers and contract renewals.
· Shares relevant information upward and downward, as well as to candidates, potential employees and fellow colleagues and ensures that the information is complete, accurate, engaging and positive.
Mobilink (PMCL)                                                                      [July 2006 Till December 2008]
Top ranking cellular company in South Asia having more than 35 million subscriber base, more than 1000 covering cities, 6500 plus cell sites, 47% market share, and 150 plus countries for international roaming.

A Team Lead of Customer Service’s Churn Management Team, 

· Handled the project of “Retention of Blocked on Stolen postpaid numbers” customers which help preventing Blocked on Stolen customers from churning without offering any incentive to the customer. The facts and figures extracted from this project results in the management’s approach towards their customers and new ways to reduce churn.

· Handled the project of “Retention of Blocked on Voluntary postpaid numbers” customers which helps preventing Blocked on Voluntary customers from churning without offering any incentive to the customer. The facts and figures extracted from this project results in the management’s approach towards their customers and new ways to reduce churn.

· Handled the project to “Win back the customers”. Which are convinced to restore their numbers after they are in suspend status more than 15 days of blocking with the help of certain retention tools and solving their problem on phone call without offering fixed incentives.
· Handled the project to “Win back the customers”. Which are convinced to restore their numbers after they are in suspend status more than 30 days of blocking with the help of certain fixed incentives to continue with Mobilink.

· Presented with the “Win back Optimization Application” which is currently in use. The application is also applicable for the retention of Blocked on Voluntary numbers Project and retention of Blocked on Stolen numbers project.

· Handled the project of “up selling number on prepaid numbers”. Customers were given free of cost Sims to maximize the base and to include customers from other cellular network to Mobilink family.

· Lead a team in managing” Possible Churn customers” Critically analyzing customers who are churning, reducing or finishing their Mobilink connection usage, and then planning strategies to get those numbers back to regular usage

· Handled the task force project “Customer satisfaction”. Implementation of new tools regarding the satisfaction of customers.

· Handled the project for promotion of postpaid sales with attractive offers and promos. 

· Handled the project of “Retention of MNP Initiated Customers” customers who are leaving the company and using the same number on other network.
· Provided with Conversion CDs for different service centers nationwide.

· Supervised the project of Sales Leads nationwide.
MNB Advertising                                                                            Jan 2006-April 2006                                                  
An advertising Agency throughout the country regarding billboards on high ways Such as major project of company were Treat Corporation, Total oils PVT LTD etc.

· Maintaining client information.

· Coordinating closely with each of the business client and gaining knowledge about elements handling, competitive environment and marketing strategies.

· Customers complaints

· Handling customers according to company’s criteria

· Coordinating with Clients through landline

· Working on different strategies  to control churn
Raazi Therapeutics                                                                          Feb 2004-Dec2005 

          To represent a company for promotion of medicines. To visit the companies regard the sale of medicines and problems that they are facing.

· As Marketing Executive

· Products of company

· Interaction with customer regarding promotion of company

· Manage customer portfolio to increase the penetration within the existing customer accounts

· Work closely with respective concessionaire teams for delivery of Business objectives.

· Achieve the assigned sales target in Volume and Value.
Academic Credentials  
· MBA in progress

· BCS Hons 








(2004-2008)                                                                                      

· Intermediate in computer science 





(1998-2000)
Personal & Professional Skills

· Strong verbal and written communication skills and a demonstrated competency to interact with people at all levels of the organization to deliver results
·  Progressive HR related work experience with demonstrated competence in HR services such as; Employee Relations, Recruitment, visa processing, payroll and attendance.

· Strong analytical skills, creative thinking and leadership skills.
· Quick learner and high level of adoption to new systems.

· Entrepreneurial drive, strong work ethics and practitioner of the team player approach.

· Ability to plan, organize, and reliably complete projects with minimal or no supervision.
· Challenger and capable to work under pressure
Information Technology Expertise

Products: MS Office, ePoint(CRM), Labor & Immigration Program(UAE),Epro(Data base of HR) , Oracle HRIS ,TAS ( Time attendance system ) 
  
Operating Systems:  Windows-98/2000/XP, Dos
Achievement Awards
· Awarded for best Qari In Saudi Arabia in 1994

· Best sales for the month of August 2006(MNB Advertising)

· Awarded as “Employee of Month” of month May 2007 (Mobilink)
· Awarded as “Employee of Month” of month September  2007 (Mobilink) 
· Awarded as “Employee of Month” of month April 2008 (Mobilink)

· Awarded as “Employee of Month” of month October  2008 (Mobilink)
Trainings

· TOEIC – English Course(2011)
· Good communication & presentation skills(2007)

· Culture of Excellence (2008)

· Dubai Police training for contracts(2009)

· ISO certification 9001(2009)

· Effective Work Behaviors(2010)
· Valid UAE driving License
Personal Information
Language: Ability to read, write, and speak fluency in English, Arabic & Urdu.
Interests:  Qiraat, Creating Relationships, Internet Surfing, Cricket, Reading.
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