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Knowledge ofHR generalist affairs,withmore than 2years ofexperience in recruitment and retention, staff development, HR recordsmanagement, HR policies development and procedures, conducting job evaluations, assessment centres,pulsesurveys, andperformday to day HR Operations.
Demonstrated success in negotiating win-win compromises, ability to take initiative and achieve results and resolve problems proactively. Developing team-building programs, conducting professional training and assessments, drafting personnel manuals and reports.
More than 3 years of solid experience of ensuring customer satisfaction with the product by providing highest level of services and nurturing profitable customer relationships by maintaining a link between customers and the organization.
ACADEMIC QUALIFICATIONS_________________________________________________ __
	SZABIST, Karachi
	
	
	

	Master of BusinessAdministration
	Majors: HR
	
	Aug, 2009 – Jan 2013

	FAST - NUCES, Karachi
	
	
	

	Bachelor of Business Administration
	Majors: HR
	& Marketing
	Aug, 2004 – July 2008


PROFESSIONALSUMMARY_____________________________________________ _______
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	Engage HR, Karachi
	Senior  Associate  Consultant  /
	
	May 2015
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	Manager HR
	
	
	
	
	

	Engage HR, Karachi
	Team Lead – Consultancy & HR
	
	Oct’ 2014
	April 2015
	

	
	Officer
	
	
	
	
	

	Engage HR,Karachi
	TraineeConsultant
	
	Nov'2013
	
	Sept’ 2014
	

	Avery Dennison
	OfficerCustomer Services II,
	Jan'2012
	Mar’ 2013
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	Avery Dennison
	OfficerCustomer ServicesI,
	Jul’ 2009
	Dec’ 2011
	

	
	Commercial
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	
	



PROFESSIONAL EXPERIENCE____________________________________________________
ENGAGE HUMAN RESOURCES, KARACHI
Achievements
· Successfully completed assessment centers, compensation & benefits surveys, employee engagement surveys, developed policies and procedures, conducted organizational assessments and job evaluation exercises for various clients. 
· Supervisor acknowledged my result-focused attitude, drive for quality and consistency in achievement of objectives, ability to complete work in a timely and consistent manner, meet commitments and people management skills. 
· Organizedpublic as well as in-housetraining programs for Oil and Gas and FMCG sector. 
· Complete knowledge of submitting tenders documents. 
SENIOR ASSOCIATE CONSULTANT / MANAGER HR
1stMay 2015 - Present
· Responsible for entire HR and Consulting functions, including talent acquisition, employment processing, staffing, training & development, employee relations and retention and succession planning. 
TEAM LEAD - CONSULTANCY & HR OFFICER
1st Oct' 2014 - Present
HR Officer Duties and Responsibilities
· Responsible for entire HRfunctions, including talent acquisition, employment processing, staffing, training & development, employee relations and retention and succession planning. 
· First point of contact in HR, for answering queries and/or preparing answers under supervision of Executive Director/COO. 
· Prepare offer letters and various kinds of HR related correspondence. 
· Takeonboard and conduct new employee orientation. 
· Advises employees and distributes information regarding benefits, compensation, policies and procedures. 
· Responsible for a comprehensive employee personnel records system for all employees. 
· Maintain and updatepersonnel files. 
· Keeping track of attendance in order to maintain payroll. 
· Maintain leave administration. 
· To attend and participate in the quarterly management meetings. 
· Perform day to day HR Operations. 
· Coordinating probation review processes and assisting with the annual appraisal processes. 
· Ensure all operations are being performed as per the rules and regulations and section guidelines of 
superiors.
Consulting Duties and Responsibilities
· Consults with management to determine type, scope, and purpose of study. 
· Studies current organizational occupational data and compiles distribution reports, organization and flow charts, and other background information required for study. 
· To get the actual analysis, data gathering, coordination with the client and prepare reports under Executive Director's/COO’s supervision. 
· To attend and participate in the quarterly management meetings. 
· Working on preparing RFPs, Experience List, and reviewing targets. 
· Leading on new business development and bringing in repeat business in Project Management. 
· Ensuring all Project Management Group bids are of the highest quality and include the latest thinking in Project management. 
· Coordinating the work of external consultants as required in order to support this work. 
· Providing consulting services to clients in order to maintain involvement in implementation within our client organizations. 
· Chairing the Project Management Group and taking responsibility for designing and implementing the Project Management Action Plan with other members of the team. 
· Identifying and coordinating the work of external consultants in order to support this process. 
TRAINEE CONSULTANT
1st Sept'2013 - 30 Sept' 2014
Duties and Responsibilities
· Finalizeresultsas an analystfor various surveys/projects adhering to industry best practices 
· Design competency mapping, scheduling and allocate exercises for assessment centers and trainings. 
· Conduct organizational assessment for clients through focus groups and assessing of required documents and procedures. 
· Responsible for preparing and maintaining proposals regarding different customized training programs for client company andEngage HR. 
· Prepare detailed analysis reports of assessments with suggestions of the way forward and proposed restructuring. 
· Develop and maintain exceptional client relationships to serve clients’ Human Resources developmental needs. 
· Establish recruiting requirements by studying organization plans and objectives and meeting HR Managers. 
· Involved in managing recruitment needs of various local and multinational companies across a number of sectors. 
· Write candidate synopsis reports, tender proposals, edit Job Descriptions, Terms of Engagement. 
· Screen andanalyzecandidates, coordinate interviews and ensure appropriate checks. 
AVERY DENNISON, PAKISTAN
1st July 2009 – 30th March 2013
OFFICER CUSTOMER SERVICESI & II – COMMERCIAL
Achievements
· Women’s Outstanding Performance Award for South Asia for 2012 and 2013 
· Successfully and Responsibly maintained two of the top 5 revenue generating retail accounts of Pakistan' H&M and C&A. 
· Organizedregular training sessions on Business Communication Skills of 50 candidates. 
· Trained team members and customers for software usage of new product developments. 
· Worked in coordination with HR department to promote ‘Thank You’, a Reward and Recognition program 
· Played a vital role in the introduction of ‘Educational Assistance Program’ (EAP) and its success. 
· Successfully lead the team in implementing 5S initiative (Sort, Set, Shine, Standardize & Sustain) 
· Editor of E-letters published by Avery Dennison. 
· Conducted orientation and training sessions for new inductees in CS department. 
· Mentored new employees in CS department providing help, support and guidance for them. 
· Organized social activities for Avery Employees and their children eg. paintballing, painting competitions. 
· Introduced company's first formal performance review program, creating a flexible and well-received tool that was later adopted company-wide. 
· Successfully honed presentation skills and demonstrated excellent organizational and relationship-buildingabilitiesto ensure profitable partnerships. 
· Received manager’s special commendation for may initiative taking approach, ability to prioritize effectively and commitment towards organizational goals. 
Duties and Responsibilities
· Process sales and invoices so that customers' orders are dispatched, invoiced, and paid accurately on time. 
· Maintained daily sheets of orders, approvals and dispatches. 
· Receive technical pack from particular Retail Brand Owner (RBO). 
· Co-ordinate with Global Product Development team for item approval and setup and send samples to customers for approval. 
· Contact factory for the placement of RBO Item and receive pre-order data files to insert details into the system 
· Receive purchase order from the customer and coordinate with the graphics department for layouts to send them to the customer for bulk approval. 
· Co-ordinate with production, planning and supply chain for availability of raw material. 
· Book orders in oracle system and get sales order number, send order for production and meanwhile send Performa Invoice to the customer for confirmation of order. 
· Follow up with the planning department for production status. 
· Send dispatch details to customers along with tracking number (if any) 
· Handle customer complaints and coordinate with Quality Control and Production department to rectify the same. 
· Answer internal and external enquiries on product availability, prices, delivery times and the status of orders so that enquiries are dealt with promptly and accurately. 
· Communicate with staff from other areas in the organization to confirm the status of orders and resolve customer complaints. 
· Use databases or other computerized systems to maintain up-to-date customer records, to track the status of orders and deliveries; to maintain records pertaining to sales commission and expenses and to generate sales reports and statistics daily/weekly/monthly/bimonthly/ quarterly and annually. 
FunctionalExpertise
· IT Knowledge MS Office (Word, PowerPoint & Excel)/ Mac and Windows 
· Language Proficiency:English 
· Analytical and numerical ability with attention to detail 
References to be furnished upon request.
