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Summary:
An ambitious and confident individual, whose passion for the HR sector is equally matched by experience in various HR functions, including recruiting and hiring practices, compensation and benefits, records management, designing of policies and procedures, employee relations.

	· Recruitment & Selection
	· Orientation and On-Boarding
	· HR Operations

	· Policies & Procedures
	· Job Analysis
	· Employee Relations

	· HRIS
	· Training & Development
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Career Path
Manager Human Resource                                                                   July 2014 to till date
Assistant Manager HR                                                                            January 2013 to June 2014
HR-Executive                                                                                              June 2012 to January 2013
Abacus Consulting ITS-BPO

HR-Officer                                                                                                    January 2011 to May 2012
Abacus Consulting ITS-BPO
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Professional Experience:
· Assistant Manager-HR

  January 10, 2013 to till date
Responsible for providing overall HR support so that the company maximizes its employee productivity and well-being involves North, Center and South regions:
· Recruitment and Selection (Conducting job analyses, and in developing and maintaining organization charts, job descriptions, job specifications etc, Handling all processes of Recruitment and Selection from Job posting to final interviews)
· Succession Planning
· Developing and Implementing Policies and Procedures (HR manuals, SOPs, forms, policies and guidelines etc)
· Transfers/Promotions

· Performance Appraisals and its processing.

· Payroll process
· Compensation and benefits
· Organizational Development (Grading structure, Salary and benefits Grids)

· Employee Relations

· Record Management
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Abacus Consulting ITS-BPO








For over 22 years, Abacus Consulting has been offering cutting-edge business solutions to transform their visions into realities through a combination of latest business methodologies and technological tools.  Information Technology Solutions (ITS) business vertical focuses on delivering information technology and outsourcing related services to the clients.

· HR-Executive







 June 01, 2012 till January 09, 2013

Recruitment and Selection:

· Contact candidates, arrange interview times and develop appropriate interview questions in collaboration with the concerned project manager so that interviews are conducted efficiently.

· Documentation/Filing

· Facilitation of Onboarding Process by providing NT Logins, Email IDs, Employee Cards, Workstation, Laptop/System, Telephone Line/Extension, Mobile Phone Connection, Stationary, Parking Pass and Business Cards etc.
· Internship programs in co-ordination with placement officers of renowned universities.

· Serve as the liaison between management and applicants.

· Conduct employee orientation/introduction, so that new employees are quickly integrated into the organization.
· HR-Officer






             September 01, 2011 till May 31, 2012

· Leave management of Contractual and Permanent Staff via Microsoft Excel.
· Attendance Management BPO Staff (Bio-Metric System and Excel).
· Employee Confirmations.

· Transfers of Employees.
· Disbursing of ATMs and Cheque Books to all employees.
· Final Settlement of Leavers.
· Assistant Trainer (on Job Rotation)




  January 01 – August 31 (2011)

· Assist in establishing Training and Competency Profiles of the Audience based on TNA.
· Assist in Developing Training Plans in light of the identified needs.

· Evaluating needs for learning and development.

· Research work to run AbacusAcademia based on Harvard learning tools.
· Creation & maintenance of records relating to training evaluations.

Early Career:

NetSol Technologies 2010 (6months)






Worked in HR Department of EI (Extended Innovation)

Crescent Bahuman Limited 2010. (6 Months)




Worked in HR Department


Education:


2010
Master of Business Administration (Human Resource) 3.6 CGPA
Lahore Business School, University Of Lahore, Pakistan

2007
Bachelor of Science B.Sc (General Math + Economics + Computer)

Punjab University, Lahore, Pakistan

2005
Intermediate I.Cs (Computer + Math + Physics)

From the Board of Intermediate and Secondary Education, Sargodha, Pakistan

Career Achievements

Implementation of Human Resource Department from scratch basis (Continue)

· Developing and execution of grading structure and payroll process.

· Appraisal System

· Hiring employees on short notice.

· Developing MTO program.

· Developing SOP’s for the company.

Government’s Dengue Fever Helpline

· Interviews and shortlist agents
· Call handling skills Training
Development Programs of Technical Product Training for First Call Activation and Outbound

· HR Orientation program

· Formulation and Implementation of Training SOPs

· Training Calendars and process flows

· Recruitment tests- revamp

Key Skills and Competencies:

· Effective listener and willing to take initiative.

· Ensuring legal compliance in all HR functions.
· Ability to interact with employees at all levels.
· Excellent in correspondence and report writing

· Proficient in MS Office (Word, PowerPoint, Access, Excel)


Personal Information:

	· Nationality: Pakistani
	· Bate of Birth: 26-March-1987
	· Marital Status: Single



Languages:

	· Urdu: Fluent
	· English: Above Average
	· Korean: Beginner



Reference: Available on request
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