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	A multi-skilled professional with good all-round HR advisory skills. Very capable with an ability deal with all the recruitment and resourcing needs of an organization. Experienced in providing timely and up to date HR advice to both managers and employees whilst at the same time making sure both the employee and employers interests are best represented. Extensive knowledge of working practices, recruitment, pay, time & attendance management, visa renewal, visa cancellation, health insurance policy renewal, induction & on boarding, maintaining employees records.

Now seeking a suitable HR position with an ambitious company.
	Professional Skills

· Excellent in HRM ERP Module
· Employee Attendance Management
· Orientation & On Boarding
· Absence Management

· Compensation Management

· Employee Relations

· Job Description 

· UAE Labor Laws

· Excellent verbal and written skills
· Good knowledge of MS Excel, MS Word, and MS Access & Outlook
Personal Skills

· Excellent communicator

· Punctual and Regular
· Team player

· Good administrative & IT Skills.

· Able to deal with highly confidential matters professionally and discreetly.
· Able to analyze and interpret complex information.

· Knowledge of promotional issues, salary reviews.
· Having good understanding of all HR practices.
Hobbies
· Playing Cricket
· Reading Books
· Gardening
Professional Development
· Performance Management Course from Australian Human Resource Institute.
· Effective Business Writing course from University of Central Florida, USA.

· Introduction to Construction Safety Management from 
· OSH Academy.
· I have attended more than 60 webinars on variety of HR topics sponsored by SHRM, HCI, World at Work, Australian Human Resource Institute & other HR Professional Bodies.
Affiliation
· Member of Society for Human Resource Management (SHRM), USA.
· Community Member of Human Capital Institute (HCI), USA.
Personal Details
· DOB            : 20/05/84

· Nationality   : Pakistani

· Religion       : Islam

· Visa Status  : Visit Visa
References:

Will be available upon request.

 

	
	

	Gulf Precast Concrete Co, LLC, 

United Arab Emirates. 

HR Assistant:

February 2014 – October 2015
Responsibilities

· Preparing joining documents of employees.
· Creating file numbers for new joiners & adding them in HRIS system as per their work location.

· Administer & transmits the offer letters for recruited candidates.

· Plan, Organize and Arrange the ticket and travel formalities of the recruited candidates.
· Facilitate induction & Orientation program.

· Processing employee services request for Human Resource Department (Letters, Salary Certificates, Passport requisition and Leave request etc.).
· Attend Employees concerns and aligned those issues and queries as per the HR Policies.
· Entering & Managing employees record in ERP & EMP Master. 
· Maintaining & reviewing CV Data Bank.
· Supporting HR Executive in conducting regular performance appraisal & exit interviews.
· Distributing & maintaining Log of medical insurance, Emirates IDs, Labor Cards & Bank Cards.
· Supporting All Factory Time Keepers in maintaining Time & Attendance Machines.
· Coordinating Time Keepers regarding timely submission of monthly Time Sheet for payroll processing.

· Supporting HR Executive in developing accurate Job Description & salary review.
· Manage Medical insurance claims of all employees, coordinating the process and issuance request of new employees.
· Supporting PRO in visa renewal, cancellation, Emirates ID Card Processing & scheduling medical etc.
· Releasing passport in the absence of PRO.
· Maintaining manual & computerized records of employees including personal files, sickness records, & employment contract in line with UAE Legal Requirement.
· Managing external trainings in coordination with EHS Department including Business Unit and Projects.
· Coordinating External Safety Consultants for employee’s 3rd Party Certificate renewal process.

· Helping in overseas recruitment activities of workers by contacting overseas agents.
· Coordinating with company Camp Bosses regarding Petty Cash for Camp, accommodation adjustment for new joiners, arranging refreshment trips for workers & other accommodation related issues.

· Supporting & Coordinating Camp Bosses in conducting refreshment trips for company workers on Holidays.
· Providing any kind of administrative support required by any staff of the department.
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	Punjab Oil Mills, Islamabad, Pakistan
Junior HR/Admin Executive:

March 2012 – August 2013
Responsibilities
· To facilitate the proceedings related to legal compliance like EOBI, Social Security.
· Provide accurate and timely administrative support in handling variety of tasks, written documents, reports, records & Database.
· Responsible to meet stationary & other admin needs of the office.
· Providing payroll information by collecting Time & Attendance data.
· Post new joiners on HR Information System.
· To ensure all manual and computerized personal records are up   to date.
· Helping employees with benefits issues.
· Assisting in training activities of employees.
· Preparing badges, passes and identification cards of employees.
· Supporting HR/ Admin Manager in arranging annual day’s parties & other functions.

· Arrangement of transport & air tickets as per management travel plan.

· Providing any administrative support required by management.
	

	
	

	· MBA Human Resource Management
    2006-2009 University of Wah, Wah Cantt.
· PGD in Business Management
        2010-2011, LCBIT, London, UK.
· HR Generalist Certificate
    2015 to Present University of Central Florida. USA.
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