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PERSONAL STATEMENT
A qualified professional with more than 6 years of experience in the field of human resources in diversified and renowned MNCs comprising of Oil & Gas, Printing & Packaging and HR consultancy. A proven track record to motivate employees, improve HR processes, prioritize and manage projects in a busy, fast-paced, multi-tasking environment, along with an experience in providing new approaches to the decision makers for tailoring organizational policies.

EDUCATION

2010
Masters in Public Administration (HR)
       University of Karachi

2005
Bachelor of Commerce


       University of Karachi
CORE COMPETENCIES
	· Talent Acquisition
	· Orientation & On-Boarding

	· Performance Management
	· PeopleSoft and other HRIS

	· Policies & Procedures
	· Training & Development

	· Compensation & Benefits 
	· Employee/Industrial Relations

	· Reward & Recognition Program
	· Organizational Development



ACHIEVEMENTS

· Controlled Recruitment Cost by utilizing social media such as LinkedIn, Facebook and other blogs

· Campus Recruitment Drive in different universities.

· Lowered Attrition Rate from 24% to 9% through different employee engagement activities, satisfaction survey, retention programs and learning opportunities.

· Prepared and implemented a number of policies including policy for, Recruitment & Selection, Attendance Management, Leave, Reward & Recognition, Training & Development, Travel & Entertainment, Employee Resolution, Incentive, Vehicle, Motorcycle Loan, Hajj, Laptop, Compassionate Support, Marriage Gift, Childbirth, Annual Medical Checkup, Service Award, Employee Separation, Performance Improvement Plan, Conveyance & Meals, Communication and Management Trainee.
· Implemented PeopleSoft at Avery Dennison.

· Implemented HCM (Systems Limited) at Mobil Lubricants.
· Implemented Compensation & Benefits System at Avery Dennison and MAL Pakistan Limited.

· Implemented Virtual Edge in Avery Dennison Pakistan and trained HR teams of India, Bangladesh and Srilanka.

· Reviewed all the Performance Plans and educated managers and employees how to make goals SMART.
· Formed and led Employee Relations Team to enhance employee engagement

· Formed AD-WISE (Avery Dennison-Women In Service & Excellence)

· Worked in co-ordination with AD Bangladesh, India, Srilanka on Employee Self Service Program 

· Formed a Leisure Club for Avery Dennison employees
· Implemented ThankYou Program in collaboration with GloboForce.Net in Avery Dennison Pakistan
· Implemented Avery Dennison’s Social Network (InfoXchange) in Avery Dennison Pakistan
· Done a number of CSR Projects including Formation of Library at TCF, Distribution of clothes and Blankets in slum areas etc.
· Organized different recreational activities like, Day outs, Cricket Matches, Annual Award Ceremonies, New Product Launch Ceremony etc.
· Managed a Project for construction of new Plant of MAL Pakistan at Korangi Creek Industrial Park.

· Designed and implemented the whole HR system for a business Petrosel Lubricants Pvt. Ltd. (PETRONAS Lubricants International). Petrosel Lubricants is a subsidiary of MAL Pakistan.
· Organized Life Skills program for workers.
PROFESSIONAL EXPERIENCE

Company: 



BHRP Consultants
Designation: 



Manager Human Resources
Duration:



Feb 2015 till Date
JOB SUMMARY
To enhance and manage HR functions of the company and provide consultancy services to the clients as and when required. Also manage recruitment, learning and development activities, compensation & benefits surveys, employee engagement surveys and develop policies and procedures.
ESSENTIAL FUNCTIONS

· Recruitment of staff at all levels.

· Advise management and clients on the formulation and administration of plans and policies for human resource activities.

· Act as a consultant by analyzing and recommending solutions to human resource issues relating to the assigned project or section area.

· Develop, revise and implement human resource policies and procedures.

· Ensure project or section area is in compliance with established policies and procedures.

· Prepare and maintains special internal and external reports as required.

· Assist with developing, coordinating and recommending changes for the improvement of workflow in the projects.

· Develop methods and procedures for compiling and analyzing data for reports and special projects.

· Conduct periodic audits of human resource activities to ensure compliance with policies and procedures.

· Participate in professional development sessions or seminars.

· Look after training sessions related to the assigned program or section area.

· Attend meetings, conferences and seminars. 
Company: 



MAL Pakistan Limited-Mobil Lubricants
Designation: 



Manager IR & Admin (HR)
Duration:



Apr 2013 till Jan 2015
JOB SUMMARY

To maintain and enhance the organization's human resource by planning, implementing, and evaluating employee relations and human resources policies, programs and practices.

ESSENTIAL FUNCTIONS

· Lead and direct the Human Resource team to deliver a comprehensive HR service to the business.
· Talent Acquisition & Retention: manage all the recruitment activities from Senior Level to mid-level. Liaise with different Head Hunters and universities for hiring experienced and fresh candidates. Manage and ensure that the social media is used in an efficient manner to acquirer Talent and Employer Branding as well as for gathering profiles for candidates’ pool. Coach line managers how to retain employees and how to do succession planning.
· Performance Management: introduced a new performance management system through which evaluation is done on quarterly basis following with a One-to-One meeting. Coach line managers on performance management issues and processes and how to make the objectives SMART.

· Compensation & Benefits: administers the whole compensation & benefits system including, payroll management, bonuses, annual appraisals, insurance etc.
· Employee Relations: Formed Employee Relations Team who is responsible for recreational, educational, retention and CSER activities.

· Learning & Development: manage both in-house and external trainings. Conduct TNA to identify areas of improvement and prepare training planner and budget. Deliver soft skills training to new employees.
· Reward & Recognition: look after the whole reward & recognition program and advice and support employees on company benefits.
· Policies & Procedures: Design and implement new policies, procedures and processes as and when required, ensure all company policies and procedures are up to date. Ensure line managers are up to date with changes to any policies.
· Human Capital Management: implementing HCM in coordination with the vendor.
· Work with line managers, coach and advice on people issues.
· Industrial Relations: manage worker’s issues and ensure that correct and timely disciplinary actions are taken. Handle grievances and arrange different activities to increase employee engagement. Deal with complex disciplinary/grievance and HR issues, using HR and company knowledge evidencing appropriate decision making skills.
· Prepare and manage HR annual budget.
· Manage all the 3rd Party related matters.
Company: 



Avery Dennison
Designation: 



Senior Officer Human Resources & ER Lead
Duration:



Aug 2008 till Mar 2013
JOB SUMMARY

Responsible for talent acquisition and its management including on-boarding, retention of employees, employee engagement programs, performance management, policy formulation and its implementation, learning & development, reward & recognition and publication of quarterly company newsletter. 
ESSENTIAL FUNCTIONS

· Design new policies and procedures and identify needs to modify the existing policies

· Conduct interviews and maintain databank
· Recruit new employees and fulfilling on-boarding formalities including orientation

· Organize training and awareness sessions on  company’s policies, values & ethics and leadership principles for existing as well as new employees
· Finalize salary structure and prepare job description in coordination with HODs

· Tailor programs to retain employees at all levels

· Lead the Employee Relations (ER) Team which comprises of three sub teams, Team Avery, Reach Out and AD-WISE (Avery Dennison-Women In Service & Excellence)

· Engage employees in ER Activities to retain them

· Prepare quarterly company newsletter (PULSE)

· Work on attrition control and conduct employee satisfaction surveys

· Conduct job analysis through Mercer data as well as company’s job codes

· Work closely with HODs to finalize annual appraisals, performance ratings and development plans 

· Work on PeopleSoft and Virtual Edge
· Manage the whole performance system and train employees how to set their performance goals and make them SMART
· Prepare Annual Operating Plan of the department in coordination with the Manager.

· Assess learning needs, develop Annual Learning Plan in coordination with HODs and finalize training budget with the management

· Arrange in-house training sessions (for new as well as existing employees)

· Provide assistance to HODs in handling employee issues

· Manage the reward & recognition program (Thank You Program)

· Monitor office conduct, grievance handling and disciplinary actions
· Work on PeopleSoft
· Prepare and manage payroll

· Prepare full & final settlement
· Attend exit interviews

Company: 


Right Solution-Logo Guru Pvt. Ltd.
Designation: 


Creative Writer

Duration:


Sept 2006-March 2008

JOB SUMMARY

Researching, writing and managing the content of websites according to SEO techniques

ESSENTIAL FUNCTIONS

· Coordination with the top management

· Make sure that the tasks due on a particular day are completed and executed as per their deadlines

· Develop the SEO content

· Work on forums, blogs and submit websites to the directories to increase traffic

· Train and develop of new team members
PERSONAL PROFILE

Date of Birth

:
April 12, 1984

Languages 

:
English and Urdu
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