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Career Profile
HR Professional with over 11 years of progressive experience augmented by a strong post-secondary background in Human Resources, Accounting and Business Administration. Experience in Payroll
Administration, Benefits/Compensation Administration, Talent/Performance Management, Recruitment/Selection, Training/Development, HR Policy and Organizational Design and People Management Sound Knowledge of labour Relations. Proven ability to function as a Strategic HR Business Partner and develop and implement successful human resources management strategies to support corporate mandate.
Education
	MBA in Human Resources Management, Cardiff Metropolitan University, England
	2010-2012

	Postgraduate Diploma in Business Administration, NQF Level 7, England
	2009-2010


Professional Experience
Jumbo Trading & Technical Servicer – Doha Qatar
Jan 2014 – April 2015
Human Resources & Payroll Officer
Function as a HR Officer, responsible for Payroll Administration, Benefits/Compensation, Recruitment/ Selection and Employee Relations, Reporting to the Manager
· Manage and process monthly payroll for 950 salaried. 
· Provide all recruitment administration support. 
· Manage the new joiner process from offer letter through to joining instructions and induction. 
· Administer the performance management system. Enter data into the HR system so that accurate records are maintained. 
· Maintain and develop the personnel filing system. 
· Provide support in investigations for disciplinary and grievance procedures. 
· Provide HR administration support to the HR officer and the finance and business director. 
	Commercial Bank of Qatar – Doha- Qatar
	2012 – 2013

	Human Resources & Payroll Officer
	


Function as a HR Generalist, responsible for Payroll Administration, Benefits/Compensation, Training & Development, Recruitment/Selection and Employee Relations, Reporting to the Manager.
· Manage and process monthly payroll for 1500 salaried, employees using Ceridian Insync 
· Support Managers on the process of evaluating employees, setting goals, conducting objective performance reviews, and recognizing and awarding performance to improve productivity. 
· Handle employee terminations, grievance and other difficult situation in a sensitive, fair and respectful manner, working closely with legal council, supervisors and management. 
· Identify talent and aspiration of individual employees and provide coaching aimed at motivating them to undertake the necessary training required to advance their careers within the company. 
· Develop job profiles and source candidates from major job boards, select, interview and hire 50 employees in collaboration with department managers. 
· Plan and develop on the job training programs for the line employees and career development programs for managers with a focus on retaining existing talent and reducing employee turnover. 
	Design2Express LTD, London, England
	2009-2012

	Human Resources Administrator
	


Function as a HR Generalist, responsible for Payroll Administration, Benefits/Compensation, Training & Development, Recruitment/Selection and Employee Relations, Reporting to the Manager.
· Responsible for the HR function within Design2Express. 
· Member of the management team in Design2Express. 
· Manage recruitment and selection of all new Design2Express employees and contract staff. 
· Provide consultation to management on employees relation issues, and manage all disciplinary issues within the company. Manage all redundancy situations including calculations, financial guidance and communications to affected employees. 
· Management of Health and Safety for the entire site including risk assessment, audits and revisions of policy and procedures. 
· Work closely with management and employees on all grievance issues within the company. 
· Work closely with senior management to identity, develop and implement training and development programs in line with the business objectives. 
· Provides senior management and others with various types of employee reports including attrition absence, compensation, annual leave, overtime costs and headcount. 
· Management of the full recruitment process including sourcing strategy, interviewing, reference check, making offers to candidates, driving and delivering induction training. 
· Design and implementation of a company-wide performance management system that is linked to the core vision and objective of the business. Provision of on-going consultation to the management on performance related issues. 
· Design of a merit increase and salary review system with built in factors such as salary review budget, company performance, individual performance, market rate of the job and internal equity to ensure fair and equitable review of salaries within the business. 
· Delivery of training to employees on a regular basis- e.g. induction training, quality training, training on effective recruitment and performance management. 
	Gulf Consultants, Pakistan
	2003- 2008

	Human Resources Generalist
	


Function as a HR Generalist, responsible for Payroll Administration, Benefits/Compensation, Training & Development, Recruitment/Selection and Employee Relations, Reporting to the Manager.
· Coordinating with all people managers in all employee related issues regarding employee investigation, absence issues, counseling, grievance and discipline etc. 
· Ensuring company compliance with all legislation and advising managers on all industrial relations issues. 
· Support people managers & payroll activities including salary benchmarking and the bonus process 
· Project management – Leading & supporting business related projects to drive HR and the Business forward. 
· Administering payroll/deduction/pensions for staff. 
· Coordinating recruitment and selection procedures & delivering induction training. 
· Developing and maintain job description. 
· Evaluating competencies & training needs for all employees. 
· Managing and reviewing training budget. 
· Provide comprehensive high quality customer focused HR support across a board range of HR activities. 
	BATA Shoes Company, Pakistan
	2001-2002

	HR Officer
	


Function as a Administration
· Organizing the recruitment of staff, coordinating interviews, checking references. 
· Drafted contracts, and finalised same for all new hires. 
· Delivery of HR induction modules to new starts. 
· HR reporting to management ( including a list of report) 
· Provided administration support to the HR Manager in all HR related matters. 
· Managed time & attendance records for payroll. 
· Developed and implemented corporate policies and other relevant documentation. 
