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Mian.345612@2freemail.com 



	Career Objective:
I am a talented, detail-oriented professional who is focused on encouraging peers and subordinates to exceed performance expectations. I can get the job done my self of delegate accordingly. I take pride in handling a wide variety of responsibilities and I am seeking a challenging position that utilizes my managerial skills.

Qualification Profile:

Human Resource Management professional with more than 23 year’s excellent experience & qualification in the recruitment, selection, training, placement development, compensation and administrative responsibilities. Project aligning human resource functions with business strategies. Diverse experience in equal employment opportunities and affirmative action plan.

	Areas of Core Competencies:

· Recruitment and Placement

· Management 0f Training and Development

· Organizational Need Assessment
                 

· Employee Grievance and Proceeding
	· Problem Solving and Troubleshooting

· Employee Relation and Retention

· Benefits and Compensation


· Project Management and Planning 

· Policy and SOPs Development
· Safety and Security of Employee

	Education and Qualification:

· Master of Arts (M.A) Political Science (University of Karachi)   1992

· Post Graduate Professional Diploma in Human Resources Management  (National University of Science and Technology (PIQC) Lahore) 2007
· Diploma in Modern Human Resource Management (On-line from Ireland)

· Certification in Fundamental Human Resource Management (ALISON.COM UK) 2011

· Diploma in Operation Management (On-line form Ireland)

· Diploma in Project Management (On-line form Ireland)

· Health & Safety Authority (HSA) (On-line ALISON. COM UK) 2011

· Bachelor of Arts (B.A) (University of Karachi) 1988

· Basic and Advance Diploma in Fire Safety.         1986
· Fire prevention and safety Officer Course form Government Of Pakistan National Institute of Fire Technology Islamabad 2012

Additional Skills:

· Skills to revise SOPs & to write new strategic SOPs/Policies
· Excellent skills on report writing & conducting of inquires

· Identification of Fire Hazards and safety management
· Skill for Training and Development
· Capability to enhance productivities by using strategic management tools 
· Excellent work experience to work with Government Agencies, like WAPDA, Sui Northern Gas, WASA, Police, EOBI, Social Security and Irrigation Department etc.


	Participation Seminar/Certificate
· Administrators NUST Islamabad 2012

· Stress Management Seminar SMIT Faisalabad 2016

· Responsibilities of APT Medical Teacher Aziz Fatimah Medical College Faisalabad 2015
· Certificate of Merit form NASCON 2012 for Best Administrator of Event Management Fast NUCES Islamabad 2012

· Certificate of Merit form AVAAZ 2012, for Best Administrator of Event Management Fast NUCES Islamabad 2012

· International Workshop on Occupational Safety & Health Training for Owners, Constructors, Consultants and
· Biopsy Workshop Organizer of 29th Pak Orthicon 2015 AFMDC Faisalabad 2015

· Certificate of Appreciation as organizer for excellent performance on Pakistan Day AFMDC

· Certificate of Participation in Orientation Course of Staff form Pakistan Development Banking Institution Karachi 1992

· Participation Certificate of PETROMAN in LOTUS 1-2-3 Karachi. 1993

Computer Skills:

· Excellent skills to work in 
· Microsoft Word, Excel, Access, Power Point,
· CorelDraw, 

· Urdu In-Page, composing and designing.

Additional Performance & Responsibilities
· Perform as Head of Procure Department 

· Perform as Head of Security Department

· Perform as Head of Transport Department

· Perform as Head of Civil Project Management

· Perform as PR & Protocols Officer

· Perform as Head of Cafeteria Committee

· Perform as Head of Transport Committee
· Perform as Head of Disposal Committee
· Perform as Member Recruitment and Selection Board
· Perform as Member of Advisor y & Advocacy Board 

· Perform as Member of Disciplinary Board  


	Professional Working Experience:

Regal Knitting: (Manufacturer & Exporter of Quality Fabric and Knitted Product

General  Manager HR/ Administration & Operations  (1st January, 2016  Till Date
Aziz Fatimah Medical & Dental College: (17th June 2013, 15th  December, 2015)
Manager HR & Administration

FAST- NATIONAL UNIVERSITY ISLAMABAD CAMPUS: (30th January,2012 to 15th June, 2013)

Manager HR/Administration

Decent Textile (Pvt) Limited: (17th November, 2008 to  27th January, 2012)
Manager HR/Admin

Saudi German Hospital KSA: (April, 2006 to October, 2008)
Manager HR & Administration

KAMRAN TEXTILE(PVT) Limited: (17th August , 2004 to 15th March, 2006)

Manager HR & Administration

NATIONAL DEVELOPMENT FINANCE CORPORATION (NDFC): (January. 1990 to March, 2004)  

As Operation Officer,

Assignments
· Increases management's effectiveness by recruiting, selecting, orienting, training, coaching, counseling, and disciplining managers; communicating values, strategies, and objectives; assigning accountabilities; planning, monitoring, and appraising job results; developing incentives; developing a climate for offering information and opinions; providing educational opportunities.

· Develops strategic plan by studying technological and financial opportunities; presenting assumptions; recommending objectives.

· Coordinates efforts by establishing procurement, production, marketing, field, and technical services policies and practices; coordinating actions with corporate staff.

· Builds company image by collaborating with customers, government, community organizations, and employees; enforcing ethical business practices.

· Maintains quality service by establishing and enforcing organization standards.

· Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; benchmarking state-of-the-art practices; participating in professional societies.
· Operational Management 
· Controlling of all affairs and business of institutes

· Grievances & Problem Solving Management 

· Industrial Relation Management

· Pay Roll Management

· Benefits & Compensation Management 

· Strategic Policy & Procedure Management

· Health & Safety Management 

· Training & Development Management

· Procurement Management

· Need Analysis & Strategic Planning Management

· Expenses Control Management

· Performances Management

· Textile Mills Management

· University & Medical College Project Management

· NGO Management, Strategic Planning and Development for human rights

Additional Responsibilities 
· Head Of Procure Department 

· Head Of Security Department

· Head of Transport Department

· Head of Civil Project Management

· PR & Protocols Officer

· Head of Cafeteria Committee

· Head of Transport Committee
· Head of Disposal Committee
· Member Recruitment and Selection Board
· Member of Advisor y & Advocacy Board 

· Member of Disciplinary Board  
Achievements

· Through Change Management Security of the University is strengthened
· Reduce the cost of repair and maintenance by utilizing proactive techniques
· Reduce cost of haring by using retention techniques with compensation, motivation and carrier path development)
· Review & Refined Polices to integrate with Labor Laws for better Industrial relationship and friendly environment to work with more efficiency and confidence
· Reduce event management cost up to by using strategic techniques
· Reduce eatables cost and provide quality, quantities & hygienic food by introducing competitors technique.
· Enhance Productivity by using motivation, compensation and appreciation techniques 
· Reduce the overhead expenses by utilizing resources more efficiently

	PERSONAL PROFILE:               




Date of Birth   :

24-05-1965





Marital Status:

Married (Two Kids)

	REFFERENCES:         Available on request.

AVAILABILITY:        At short notice.


