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Nationality: Pakistani
DOB: Dec 19 ,1979
Marital Status: Single



Career Objective:
A challenging career in a leading, progressing and demanding organization providing ample growth and learning opportunities and with an aim to contribute positively towards its goal to the utmost of my capabilities.
Career Highlights:
Certified Human Resource Professional with more than Eight years experience in Customer care, HR Administration, Recruitment, implementing and evaluating personnel policies, programs and procedures to address organization's human resource requirements. 

Chaseup Shoping City                           Nov 2016  To Date           AM- HR
Karwan-e-Hayat                                     April 2016 To Nov 2016  AM- HR







Patel Hospital                                         Apr 2014 To Apr 2016     HR Exe.
   




   

   April2014 To Update
HR Officer
Valtex Int. FZE(Sharjah), UAE 
   Feb2013 To Feb2014
HR Officer
K- Electric (KESC)
 

   Feb2011 To Jan.2013
HR Officer
K- Electric (KESC)


   Jan2009  To Feb.2011
Jr. Officer
K- Electric (KESC)


   Oct2006  To  jan.2009
CCE

Capital City Police(Karachi)
   Jun2002 To Mar.2005
A.S.I

Professional Work Experience:
Assistant Manager-HR(Chaseup)
· Looking after entire functions of HR Services Delivery which includes the Compensation and Benefits, HR Operations.
· Supervise and implement the proper communication of Life & Health insurance policy to ALL Employees, Onetime enrolments & Deletions, Staff Claims, Processing Invoices & Audits, Data incorporation in system, Accuracy of ALL related system reports, Emergency assistance to staff as well as policy compliance in ALL terms.

· Design the systematic staff Loan (Agreements), Advance & Provident Policy as well as its execution with proper compliance.

· To assure the proper maintenance of staff Personal Files by having their ALL required credentials (As per policy / list) and their authentication by Ref check as well as cross check any of Chase-Up former employment relationship, Coordinate with Background check vendor, E-Filling Project, System data accuracy as well as assure to complete the ALL last deficient data for ALL above compliance. 

· Supervising opening codes of new joiners and ensure that codes of new joiners are opened in maximum 07 days after joining.  

· To ensure proper resolution of Staff Welfare cases etc.

· Communicate the Monthly Report to Head of HR, Admin & IR in all above functions.

· Usage of Branded SMS as better communication tool among staff for ALL above regularities.

· Domestic travelling arrangement by supervising HR Executive in particular section.

· Supervising work of HR Executives and checking work as appropriate.

· Participation in projects to improve processes / practices and assist in the implementation of specific HR initiatives. Special projects as required.

Assistant Manager-HR(Karwan-e-Hayat)
Manage human resource operations by recruiting, selecting, orienting, training, coaching counselling, disciplining staff, planning monitoring, appraising and reviewing staff job contributions and maintaining compensations.

· Responsible for HR matters including up gradation, Redesignation/termination and transfer case.

· Look after daily HR Operations activities.

· EOBI

· PAYROLL

· End to end processing of payroll. 

· Updating and maintaining payroll records. 

· Payroll administration - filing, setting up new starters. 

· Processing increases and calculation of back pays. 

· LEAVE MANAGEMENT:

· Marinating leaves reports. 

· ATTENDANCE MANAGEMENT:

· Check roster of all departments. 

· Compile attendance of employee on weekly / monthly basis. 

· Marinating overtime reports.

· Monthly reports of attendance and maintain its file. 

· FINAL SETTLEMENT:

· Process full and final settlement. 

· Prepare final experience letter. 

· PERIODIC RESPONSIBILITIES:

· Summary of payroll. 

· Reports / Statistics of payroll and attendance. Process of Annual Appraisal / E.O.C appraisal. Updating of employee leave timely. Timely reimbursement of   Payroll. 
HR Executive (Patel Hospital)
· Responsibilities include

· Recruitment & Selection
· Manpower Planning

· Annual Performance Appraisal

· Employees Joining & Orientation Process. 

· Probationary and Contractual Performance Appraisals 

· Employees’ Resignations and Terminations. 

· Conducting Exit Interviews.

· Employees’ Promotions and Transfers.

· Preparing & Reviewing Job Descriptions. 

· Revising Salary Structure.

· Handling HRIS & ERP

· Maintaining Employees Records (Personnel’s Files)
· Payroll Administration
Promotion /Salary review Process

· Prepare all promotion related papers which includes promotion review form, HRIS report, comparative Analysis. 

· Compute salary increase and sent it to payroll. 

· Issue promotion letter.
HR /Admin. OFFICER(Valtex International FZE, Sharjah,UAE)
· Recruitment & Selection - Collection of resumes against open vacancies through internal and external sources, screening and short listing, arranging the interviews and preparing final summary for senior management for decision in order to reduce the hiring TAT.I am also responsible for preparation of Offer letters, employment letters for the selected candidates.
· Coordinates staff recruitment process, as appropriate, ensuring search documentation is accurate, consistent, and complete, as per requirement liaising with the various approved agencies & coordinating visa processing with the Public Relation Department.

· Ensure that all necessary documents for visa processing of new recruits is received and liaise effectively with PRO’s to ensure visa processing is done in a timely manner.
· Act as the focal point for HR communicator/coordinator with staff, Develops and maintains confidential departmental staff profile and associates files ,documents and/or database.

· Analyze the impact on the staff-advise the management accordingly on identifying and/or recommending whether changes are required for better operation.

· Conducting orientation for new staff and conducting technical/soft    skills trainings to all employees, regarding the company’s rules and  regulations.

· Managing attendance and payroll of the employees, Responsible for the accurate and timely performance of payroll functions.(More than 350 employees).Responsible for arrangements of staff Accommodations.
HR OFFICER(K-Electric)
Working as HR Officer in K-Electric, a Karachi based power utility company. My tasks include coordinate in soft skills / Technical & IT based trainings in-house or through vendors handling core business specific trainings. My job responsibilities involve the following:

· Facilitating and conducting training, including inductions / orientation for new staff.
· Meet with line managers and staff to identify training needs for personal grooming and development solutions.
· Conduct training need assessments to identify the training needs for all departments. Organize training Programs. Keep track of the training sessions, seminars and workshops offered by different training institutions.
Management of student Internship program regularly twice a year.

· Currently responsible for testing, recruitment, orientation and placement for all Trainee Engineers / Management Trainees.

· Responsible for managing all testing and evaluation for Internal and external job candidates.

· Actively took part in screening process for the all trainings / internship programs and fresh recruitments. 
· Organized performance management awareness program of 5600 management staff.

Facilitated of Training program for 3400 employees on “New Job Role Awareness” May 2011.

· Ensure provision and logistic support of training facilities, equipment and resources.
· Creation of TAC-Testing Assessment Center for all internal promotions / transfers & external hiring’s 2011 onwards.
· I have Planned, Organized and Conducted effectively a variety of training programs across the board using TNA / Gap Analysis, reviewing Job Descriptions and conducted interviews.

· Develop and monitor the company's training budget to ensure that the best quality of training and development is provided within the established budget.

· Manager KESC Call Center & Provide support / guidance to Employees those who are willing to avail VSS (Volunteer Separation Scheme).
Officer(FBA)- K-Electric
· To provide complete assistance to the Regional Deputy General Manager (Business Operations).  

· Ensure timely submission of daily/monthly reports regarding performance of Business Operation Centre of the Region. 

· To co-ordinate and discuss with the Managers of BOCs in order to resolve issues pertaining to Business Operations. 

· To collect monthly performance reports of employees of Business Operations Centers of Region for onward submission.

· To collect monthly attendance and over-time of employee of the region for on-ward submission and approval.

· Responsible to compile data of customer complaints on daily/weekly/monthly basis.
· Plan and implement the strategies in order to augment the sale as well as revenue of Business Operation Centre.

· Manage and improve the quality of Customer Services in order to augment the good will of organization.

· To plan and ensure timely Monthly Meter Reading of all the consumers in the assigned area. 

· Boost up bills collection through management of effective program of prompt disconnection of delinquent customers, including follow up to assure they stay disconnected until delinquent bills are paid.

· Assure that all electronic and paper records are properly stored and maintained in a manner that they can be readily retrieved; assure that all required activities and statistical reports are produced and distributed on scheduled.

· To prepare and implement the Daily Disconnection/Reconnection program through field teams.

· Ensure timely monthly Billing process as per schedule set by the upper management of the Organization. 

· To respond to consumer complaints received through Electric Inspector Karachi Office, and Legal Department of the organization.
Customer care executive(K-Electric)
· Recognize consumer problem & take necessary action to resolve it.

· Maintained friendly relation with internal staff in order to resolve consumer issues.

· Quick disposal of consumer complaints.

· Maintained discipline of customer counter.

· Maintained consumer complaints record inward / outward up to their disposal.

· On disposal of complaints, inform the same consumers on telephone for image building
	Academic Qualification:

	
	

	
	
	

	B.B.A(Hons.)
	Federal Urdu University Of Arts, Science & Technology
	          2008

	MBA(HRM)
	Federal Urdu University Of Arts, Science & Technology
	2009

	Business Communication Course

Certified Human Resource Professional
	Institute Of Business Administration, Karachi, Pakistan
PIQC+NED University, Karachi, Pakistan
	           2012

           2015

	
	
	


Skills & Expertise:
· Proven success in a previous business role.
· Strong communication, teamwork and negotiation skills. 

· Time-management skills and the ability to work under pressure.
· Pleasing personality and positive work ethics. 

· Be self-motivated, initiative, confident, energetic, creative and positive attitude.
· Good MS Excel Skills & other Application Skills.
Computer Knowledge:

· Windows 

· MS Office (2003 & 2007)
· ERP Working knowledge
Strengths:
· Proficiency in process & prime focus on customer satisfaction.
· Strong focuses on operational risks and avoids operation losses. 
· Organization Skills & Time Management: Ability to manage time and multitask effectively. 
Languages:
· English:
 

Fluent written and spoken 

· Urdu:


Native
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