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Objectives:
A motivated, results-focused Human Resources professional, seeking an opportunity to utilize expertise, skills, and education to contribute to employer objectives, profitability, and success for a company offering potential for challenge and growth.
Career History:
1. HR Manager from December 2014 to August 2015. (8 Months)
Bashir General and Dental Hospital, Islamabad, Pakistan
2. HR Executive from October 2007 to December 2014.(7 Years)

Excel Industry Co, LLC,Ajman,United Arab Emirates.
3.  Pharmacy Assistant/Accounts Clerk from May 2002 to May 2006.(4 Years)

Ali Medical Center (private) Limited, Islamabad, Pakistan.
4. Registration Clerk/Receptionist from Apr 2001 to Mar 2002.(1 Year)

Armed Forces Institute of Cardiology, Rawalpindi, pakistan.

5. Data Entry Operator from Jan 2000 to May 2001.(1 ½ Year)

 Jaffer Brothers (Private) Limited, Islamabad, pakistan.
Key Skills and Competencies 
Sound working knowledge of all current employment law.

Sound working knowledge of operational HR issues

Experience of working in a fast-paced demanding environment.

Experience of interacting with all levels of management.

Providing advice and support in complex recruitment cases.

Flexibility to respond to a range of different work situations.

Ability to develop and maintain effective working relationships at all levels.

Tactful and able to deal with difficult situations.

Improving employee morale.

Keeping up to date with the latest HR rules and regulations.

Acting as a mediator between staff disputes.

Able to work closely with colleagues.

Always curious about what is going on in the company.

Can quickly gain the trust and respect of people.
Personal Details:

Date of Birth     : 
03/07/1979

Place of Birth    :
Lahore

Nationality        :
Pakistani

Gender              :
Male

Religion            :
Muslim

Visa Status        :
Visit Visa

Language Proficiency
        English, Urdu, Punjabi
Educational Qualification:
B.Com (University of Punjab) 1999

D.Com (Punjab Board of Technical Education, Lahore) 1997

S.S.C   ( Board of Intermediate and Secondary Education, Rawalpindi) 1995

Passport Detail:


Passport No
:
AE6336092


Place of Issue
:
Islamabad


Date of Issue
:
02/07/2012


Date of Expiry:
01/07/2017

Technical Skills

1. Six Months Office Automation Course of Computer Sciences

2. Typing Speed in English 50 Words P.M

Works Experiences Details:
1. Bashir General and Dental Hospital, Islamabad, Pakistan

HR Manager from December 2014 to August 2015. (8 Months)

Responsibilities Includes
Replying to job applicants in a professional manner.

Advising senior managers on the legal risks of any HR decisions.

Rewarding employees for their performance, attitude and skills.

Organizing employee training programs.

Promoting equality policies.

Keeping accurate employee records.

Organizing work flow so that the office runs at maximum efficiency.

Taking instructions from senior managers.

Consulting with senior management regarding special issues.

Managing employee benefit programs.

Having telephone interviews with job applicants.

Having face to face interviews with job applicants.

Making sure that employees are paid the correct amount and on time.

Carrying out routine administrative and clerical duties.

Overseeing the full recruitment cycle, in particular contract preparation.

Providing specialist information and guidance to employees and managers on HR policy and practice and employment law.

Managing the annual salary review process for the company.

Promoting equality and diversity in the recruitment process.

Ensuring that all company policies and procedures are up to date in line with current employment law.

Supporting supervisors to ensure the success of their teams.

Ensuring that the correct recruitment and selection procedures are adhered to.

Controlling costs and ensuring that they do not exceed budgets.

Managing pay-roll operations.

Assisting with day-to-day HR related questions.

Conducting interviews and reference checks on job applicants.

Investigating disciplinary and grievance matters.

Manage maternity leave requests and administration.

Planning, and delivering, training, including inductions for new staff.

2. Excel Industry Co, LLC,Ajman,UAE.
 HR Executive from October 2007 to December 2014.(7 Years)
EXCEL is a private company, ISO 9001 -2000 (TUV Germany), & also Accredited to ASME Standards (American Society of Mechanical Engineers).
Excel being registered in the United Arab Emirates, mainly operating as a well-known specialist manufacturer and a turnkey contractor with offices in Dubai, Sharjah, Ajman & Hamriya FZE and a branch operating in North America.
The EXCEL Group is a leading multi-discipline Engineering and Trading organization in the U.A.E. having five main divisions namely:

· EXCEL INDUSTRIAL CO. LTD 
· EXCEL INDUSTRY CO. LLC
· MARINE ENGINEERING SUPPLIES COMPANY
· KHIZAR STEEL INDUSTRIES
· ARMSTRON STEEL INDUSTRY
Excel houses a crew of 1200+ people, encompassing Management, Advisory Staff for the various disciplines, Design and Engineering, Procurement, Project Management and Manufacturing services in an area of 600,000 sq. ft. 
The Company for an extended period of time over 25+ years, has been involved in the Design, Engineering and Construction of the full range of facilities within the Industrial environment and consequently acquired a large amount of expertise and experience.


     Responsibilities Includes
Responsible for manpower planning for various posts.

Responsible for all the exit formalities including Full and final settlement, gratuity.

Responsible in entire recruitment process starting from maintaining resume data bank to screening the candidate, salary negotiations and issuing a offer & Appointment letters & Deployments.

Checking the quality and suitability of the CV as per the client requirement. Short-listing the candidates ,scheduling ,interviews.

Maintaining database and reports.

Recruitment, Selection, Training & Development.

Responsible for Preparation of the list of staff/Employees whose Employment Contract / Visa/ Passports pending for Renewal.

Responsible for Preparation Tenancy Renewal/Fresh Tenancy Contracts etc for the Company Hired Flats, Ajman, Sharjah, Dubai.

Responsible for Registering all the Fines Administered to workers (regarding foul play, misuse, damage of company’s property /equipments etc. & report to Accounts for deduction.

Responsible for Preparation of Employees insurance & Company Vehicles insurance claims & Correspondence with the insurance Companies, Follow-up etc.

Responsible for Preparation of the List of Staff/Employees who have submitted their Applications for Vacation (Annual, Biennial , Emergency etc & submit to the HR Manager.

Responsible for Preparation of the Statement of Car/Vehicle Registration, Expiry, Renewal, Insurance Expiry, Renewal, Notification etc.

Responsible for Preparation of the list of Passport Expiry and Visa details and to be given to PRO, at the end of the Month for the Subsequent Month.

Responsible for Follow-up with Accounts on Air Ticket reimbursement and leave settlement of the Employees.

Responsible for submitting Claims to the Insurance Companies in respect of Workers Accidents/Vehicle Accidents and follow-up for Payments.

Responsible for arranging New and Renewal of EPPCO Petrol Cards for all the company Vehicles.

Responsible for Opening and Closing of Bank Accounts of the staff. and submit the information to the Accounts Department.

Responsible for updating the attendance and preparation of staff Time sheet and submit to the Accounts Department for preparation of Pay Roll.

Responsible for checking the Workers Absenteeism on Daily Basis through the Time Keeper and submit the reports to the HR Manager.

Responsible for Keeping track of Vehicles Fines/Traffic Penalties from the Drivers and inform the Accounts Department.

Responsible for clarifying the complaints received from Employees in the Pay Roll and report to the HR Manager.

Responsible for Preparation and Renewal of ID Cards for all the Employees.

Responsible for Co-ordination with the Travel Agents, for Ticket Booking for the Staff, Proceeding on Leave.

Recharging Salik Cards for all the Vehicles.

Responsible to allot the I.D No to new employees.

Responsible for sending the telegrams to the employees went on leave and yet to arrive.

Responsible for Preparation of the List of New Employees Basic salaries and submit to Accounts end of every month.

Responsible to arrange for medical for new employees and Old employee at the time of renewal and to prepare necessary papers for this.

Responsible for Preparation of the Increment papers of the employees approved by MD and submit to Accounts.
In charge of the day to day operations of the transport department.

Efficiently managing a team of drivers and vehicles. 

Responsible for all of the dispatching, routing, and tracking of delivery vehicles.

Making sure that all transport fleet vehicles are properly maintained and serviced.

Organizing vehicle checks.

3.  Ali Medical Center (private) Limited, Islamabad, Pakistan.
 Pharmacy Assistant/Accounts clerk from May 2002 to May 2006.(4 Years)
Ali Medical Centre is located in F-8 Markaz, Islamabad and providing a comprehensive range of consultation, diagnostic and treatment services for almost all medical and surgical specialties through its hospital based clinical services. 
Outpatient Clinic facility has 15 consultant Clinics for physician services in Medicine, Cardiology, Pediatric Medicine, Gastro-entrology, diabetic clinic, General and Laparoscopic Surgery, Orthopedic Surgery, Urology, Obstetric & Gynecology and PrimaryCare.
AMC is therefore committed to meet highest Standards of healthcare and clinical Excellence. We operate to these standards, every day, in everything we do for you. Most of our physicians who are credentialed at our hospital are CPSP Certified or of equivalent Western training programs, such as those in United States, Canada and the United Kingdom. We have ensured that we have the expertise to fulfill your medical requirements in comfortable and reassuring surroundings. The hospital has an intention to expand its services in primary and secondary care, plus selective tertiary services, to include Centers of Excellence in Cardiology / CCU, Dental Surgery, Ophthalmology (Eye Surgery), Breast Clinic and the state of the art Radiology and PathologyDepartments.
The facilities include endoscopy suite, routine radiography, ultrasonography and echocardiography, fully equipped operation theaters and full range of laboratory investigations. Our emergency department has its repute in the market and offer emergency services on 24/7 basis. The hospital has a total capacity of 30 beds including Private and Executive Suites facilities
Responsibilities Includes
Receive written prescription or refill requests and verify that information is complete and accurate.

Maintain proper storage and security conditions for drugs.

Answer telephones, responding to questions or requests.

Assist customers by answering simple questions, locating items or referring them to the pharmacist for medication information.

Establish and maintain patient profiles, including lists of medications taken by individual patients.

Order, label, and count stock of medications, chemicals, and supplies, and enter inventory data into computer.

Receive and store incoming supplies, verify quantities against invoices, and inform supervisors of stock needs and shortages.

Mix pharmaceutical preparations according to written prescriptions.

Operate cash registers to accept payment from customers.
Compute charges for medication and equipment dispensed to hospital patients, and enter data in computer.

Deliver medications and pharmaceutical supplies to patients, nursing stations or surgery.

Price stock and mark items for sale.

Make the monthly statement about the Cash.

Usage of Cash Machine.

Preparation of Bills for all the patients.
4.  Armed Forces Institute of Cardiology, Rawalpindi, pakistan.

Registration Clerk/Receptionist from Apr 2001 to Mar 2002.(1 Year)
AFIC / NIHD Rawalpindi, Pakistan was established in 1987 and affiliated with Quaid-e-Azam University, Islamabad for academic purposes. All programmes for postgraduate training in Cardiology conducted by this institute are recognized by Pakistan Medical and Dental Council (PMDC) and College of Physicians and Surgeons of Pakistan (CPSP). Regional center of CPSP, College of Nursing and Pakistan National Heart Association (PANAH) are also within the premises of this institute

Responsibilities Includes.
Answering telephone calls and dealing with face to face enquiries.

Politely greeting patients and visitors to the centre.

Explaining the practice procedures to new patients.

Dealing with all requests in an efficient and courteous manner.

Opening post and forwarding it onto the relevant parties.

In charge of the doctors diary.

Scheduling appointments for patients.

Updating the surgeries computer system with appointments and personal details.

Arranging for clinical nurses to check a patients blood pressure, height and weight.

Receiving urine and blood samples and sending them off to hospital laboratories.

Screening enquiries for the doctors and medical staff.

Registering new patients at the surgery.

Accurately collecting information and personal details about patients.

Arranging any necessary follow up appointments for patients with hospitals or with other healthcare professionals.

Liaising with couriers and delivery companies.

Arranging prescriptions for patients.

Making sure that the medical consulting rooms and surgery is fully stocked with essential supplies.

Organizing meeting between the practise staff and senior managers.

Handling incoming and outgoing mail

5. Jaffer Brothers (Private) Limited, Islamabad, pakistan.
Data Entry Operator from Jan 2000 to May 2001.(1 ½ Year)
The Jaffer Family established a trading firm in 1849, in Pune, undivided India. Following the creation of Pakistan, Jaffer Brothers (Private) Limited (JBL) was incorporated in Karachi on July 2, 1948. 

The steady growth and success of JBL, and the position it secured as a leading business house, were mainly due to the family’s over 150 years of experience, and the trust placed in JBL and associated companies by its customers, employees and principals - which today include some of the most renowned names internationally. 

The Group actively participates in national growth, and economic and social development. Highly motivated teams of the business and service divisions, and subsidiary companies, fulfill customers' needs in accordance with the short and long term objectives set by them. 

Since its inception, the goods and services provided by JBL and associated companies have led to improved productivity in the agro sector, in the information management field and in transportation, telecommunication, power generation and transmission projects. 

Responsibilities Includes.
Ensuring the accuracy and relevancy of all data entered into databases.

Locate and correct data entry errors.

Maintain logs of activities and completed work.

Occasionally carrying out various administration tasks like, photocopying, filing.

Reviewing validation output and performing specified manual checks on the data to ensure consistency and completeness.

Sorting and processing invoices from suppliers

Highlighting any discrepancies in data to senior managers.

Handling confidential information in line with the firm's data security protocols.

