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Personal Information                                                         
Date of Birth:

August 26, 1984

Languages:

English & Urdu 

Marital Status:

Single 

Summary of Experience 

	Period
	Company
	Position

	Jan-14
Till 21-Mar-2016 
	Al Dawar General Trading Est. AUB – UAE  
	HR Officer 
Human Resource/Administration Dept

	April-2009

Till 31-Dec-13
	DP World Karachi

(Pakistan)
	Facilitation Officer

Human Resource/Administration Dept

	April-2009

till
Aug 08, 2005
	DP World Karachi

(Sea Trade  International)

As Third Party
	Receptionist Cum Operator

Human Resource/Administration Dept

	Aug – Nov 2004
	P&O Nedlloyed

Temporary basis
	Receptionist Cum Operator

Human Resource/Administration Dept


Qualification 
Bachelor’s in Arts from Karachi University  
Rewards & Recognitions
· Appreciation Award (DP World Pakistan)
· Won First prize on World Environment Day in Drawing Competition (DP World Karachi )
· Appreciation letter for handling 9 separate company (Al Dawar General Trading Est.)

Computer Skills
APTECH Karachi
· MS office 
· MS Outlook 2007

· Internet and Browsing
Trainings:
· Telephone Courtesy – By Pakistan Institute of Management (PIM’s) 2011

· Customer Relation Management - By Ausaf International 2010

· Leadership – National Youth Convention 2012
Detailed Work Experience 

Human Resources Officer – Al Dawar General Trading Est.-Abu Dhabi. 
Jan-14 – till 21-Mar-16 
Job Duties:
· Provide support to the General Managers.
· Provide support to the General Manager in Recruiting, interviewing, and on boarding the employees. 

· Develop job descriptions.
· Provide current and prospective employees with the information about policies, job duties, working condition wages and opportunities for promotion and employee benefit. 

· Perform staffing duties, including dealing with understanding, firing employees. 

· Administrating disciplinary procedure. 

· Introduce revising salary & benefit structure. 

· Managing records employee data such as hiring documents personal files, transferee, head counts and performance appraisals, 

· Monitor attendance activates, annual leaves.   

· Prepare payroll memo. 

· Supporting documentation to Accounts department.

· Check monthly payroll documents to process the salary through WPS. 

· Provide required details to PRO for legal issues. 

· Coordinate with PRO for VISA and labour processing.

· Arrange sales staff  meetings.
· Provide  details and documents for new and renewal  NGI and medical  insurance.(DAMAN WATANIA )
· Traveling arrangement of the employees 

· Prepare final settlement as per UAE labour law and apply for cancellation and insurance cancellation. 

· Arrange  SIM   and business card for new employees 

· Prepare circulars 

· Follow up for IT issues 

· Inform employees for passport renewal

· Apply for Malpractice for pharmacist 

· Prepare all documents as per Health Authority Abu Dhabi requirements. 

· Apply for vehicle insurance and vehicle registration renewal. 

· Respond to inquiries and  Manage the repair and maintenance of computer and office equipment supervise and coordinate activities of staff

· Assist and support various projects and improvements within the organisation e.g. Performance Management, Training and Development, Health and Safety
· Working closely with various departments, increasingly in a consultancy role, assisting line managers to understand and implement policies and procedures;

· Provide comprehensive high quality customer focused HR support across a broad range of HR activities.

· Developed and implemented corporate policies and other relevant documentation.
· Handling legal issues (Labour Laws ).
· Risk assessments / Safety Trainings.
· Counselling of employees for better performance.   

Detailed Work Experience 

Facilitation Officer – DP World Karachi 




        May-2007- Dec-2013
Job Duties:

· Branch Monthly Safety Environmental Reports

1. Updating risk assessments ,emergency drills and all over safety data 

2. Updating safety checklist data 

· Monthly Reports 

1. Updating gate to gate truck Turn around Time 

2. Container-freight station data updating

3. Twenty-foot Equivalent unite (TEU’s) handling  
· Updating Branch Monthly Performance Reports 

1. Monthly fuel 

2. Monthly Electricity 

3. Yearly & Monthly TEU’s (Twenty-Foot Equivalent unit )

4. CFS Import & Export TEU’s 

5. Equipment Break down 

· Branch Monthly Quality health safety environment Report

· Branch Monthly Safety Environmental Reports Checklists

· Update Daily  labour and contractors profiles

· Update Computer base Stationary and General Items inventories

· Monthly Fuel Consumption 

· Update Reach Stacker maintenance log and (350 & 3000 hours) 

· Update and inform Generators maintenance   

· Design all sort of  checklists 

· Managing  Company PABX and responding to telephone calls, incoming , outgoing 

· Taking  messages
· Correspondence and responding
· Where ever need Assist Customer services teams 

· Where ever need assist Admin Officer 

· In  absence of admin Officer look after all admin affairs 

· Handling visitors to the company, including directing them to the concerned officer and obtain relevant information regarding the nature of their business etc and dealing appropriately 

· Kitchen inspection on daily basis, take corrective actions 
· Responsible to dispatch mail and distribute incoming mails to various company personal, maintaining a log of all such mails. Mails  can be in  the form of either regular post or courier mails
· Responds Engineering department mail and sent essential items request and update and inform  all engineering activates  
Receptionist cum Operator       





Aug- 2005 till April 2007
DP World Karachi - As Third Party (Sea Trade International)

Job Duties:
· Manning Company PABX and responding to telephone calls, incoming and outgoing.

· Taking  messages 
· Correspondence and responding 
· Where ever needed  Assist Customer services teams 
· Where ever needed  assist Admin Officer 
· In admin Officer absence look after admin affairs 
· Handled visitors to the company including directing them to the correct officer and obtain relevant information regarding the nature of their business etc and dealing appropriately 
·  Inspection of Kitchen on daily basis, and take corrective actions, where necessary.
· Responsible to dispatch mail and distribute incoming mails to various company personal, maintains a log of all such mails. Mails can be in  the form of either regular post or courier mails
· Update Daily labour and contractors profiles
· Update Computer base Stationary and General Items inventories
Receptionist cum Operator - P&O Nedlloyed Karachi



Aug – Nov 2004
Job Duties:

· Managing Company PABX and responding to telephone calls, incoming and outgoing
· Taking  messages 
· Emailing to different departments as per directives my seniors  
· Telephonic query 
· Handled visitors to the company including directing them to the correct officer and obtain relevant information regarding the nature of their business etc and dealing appropriately
· Responsible to dispatch mail and distribute incoming mails to various company personal, maintaining a log of all such mails. Mails can be in the form of either regular post or courier mails.

· Customer Services documents filing 
Competencies
· Self confidence 

· Excellent interpersonal, telephone and customer service skills 

· Information Seeking

· Analytical and problem solving skills

· Decision making skills

· Effective verbal and listening 

· Communications skills 

· Time management skills
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