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	PERSONAL STATEMENT
	Highly accomplished, skilled and talented Human Resource and Administrative Specialist with extensive knowledge of providing all HR and Administrative support to the business and managing and coordinating daily activities of the organization. Seeking a challenging position in HR and Administration department to enhance my professional skills by managing and developing via innovative and best practices, policies and procedures in a renowned organization.
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	10 Feb 2016–Present
	HR & Admin Specialist

	
	Aleen Group
Malaz, 11526 Riyadh (Saudi Arabia) 


	
	Strategy: 
· Design, recommend and implement HR long and short term strategies.

· Review & update HR plans and implement as appropriate.

HR Policies: 

· Ensure policies are developed and kept updated.

· Develop and recommend new policies as appropriate.

· Ensure communication and understanding, as well as compliance to policies.

Organization structure: 

· Assist with the design of appropriate organizational structures.

· Ensure organization charts are regularly reviewed and updated as necessary.

· Ensure job descriptions are designed, reviewed and updated as necessary.

· Ensure personal profiles are reviewed and updated as necessary.

 Employee Relations (ER):
· Coach up skill on Employment Relation issues to support the company businesses.

· Manage staff tribunal and complaint cases with best solution as per company policy.

· Manage employee surveys and ensure appropriate interventions are in place to continuously drive up employee satisfaction.

· Ensure implementation of appropriate recognition schemes.

 HR systems and procedures:
· Manage of the all employee database manually and in ERP (Odoo).

· Implementation of HR system and ongoing management & updating of the system.

· Review and update of all HR processes accordingly.

Compensation and Benefits: 
· Management and review of remuneration system and reward structure of the company.

· Salary & reward benchmarking for all employees complying with the company policies.

· Develop and administer benefits schemes (Loans, medical, schooling, etc.) using company’s internal HR system.

 HR Administration:

· Enroll new joiners for GOSI, HRDF, Medical Insurance benefits and others as required.

· Maintain & update employee leave records and preparation of vacation’s Financial Settlements.

· Maintain good interpersonal relationship with Group members and all professional associates.

· Generate Human Resources data reports as necessary answer phone calls and record messages.

· Collaborate with government relations team to facilitate work permits and visa for employees and new joiners.

· Provide backend support for employee business travel requests.

Recruitments Management: 

· Enforce and monitor the proper implementation of the company's HR policies regarding the recruitment life cycle for locals and overseas.

· Prepare all required documents including Job offer, employment contracts for new joiners and for current employee transfer, promotion, relieving, and termination letters if required.

Payroll Administration:

· Handover information and supporting documents of payroll to finance department in a timely and accurate manner.

· Prepare monthly payroll by verifying & validating records; Leaves & Final Exit and bonus, variable pay & special allowances.
· Prepare the employees financial settlements due to vacations and final exits. 
· Maintain payroll file confidentiality of all employees.

 Administration Activities: 

· Custodian of Company’s “Muqeem” portal to process all available services for employees: Sponsorship Transfer, Iqama issuance & renewal, Exit, Re-Entries visas, Final Exit Visa and etc.

· Custodian of Company Labor Office portal, Issue and renewal of work permits, profession change in labor office, check and maintain Saudization.
· Custodian of Saudi Electricity, Saudi Telecom & others web portals operational.  
· Prepare internal memos & Circulars Assist Administration Manager with projects as needed.

· Handling of Petty Cash and purchase office supplies and others if requires.

· Prepare and submit all government and general payments to finance department.

· Maintaining record of all government related certificates, contracts and suppliers contracts.

· Report results and unusual situations to Administration Manager.

· Report exceptions and violations of personnel policies and procedures to in perspective of Administration to Administration Manager.

· Direct report to HR/Admin Manager, General Manager and CEO, as required.



	
	Business or sector Consumer Electronics & Production 


	9 Nov 2013–17 Jan 2016
	Assistant HR / Recruitment Officer

	
	Sang Lee Group
Al Sulay, 11521 Riyadh (Saudi Arabia) 


	
	Recruitment Activities: 

· Forecasting for Manpower recruitment planning based on organizational goals and objectives.

· Prepare occupational classification, job descriptions, and determine appropriate salary scale.

· Source applicants through various methods including advertise (newspaper, internet, posting), recruiters (recruitment agencies. Local, overseas), job portal (LinkedIn, Bayt, Naukrigulf, Monster and Expatriates. com etc.).

· Review/Screen resumes and qualifications to determine suitability of candidates.

· Preparation of employment contracts and Job offer letter and ensuring that are up to date.

· Enforce and monitor the proper implementation of the company's HR policies regarding the recruitment life cycle and performance appraisal.

HR Administration:

· Ensure that all employees Iqamas, Work Permits and Drive Licenses are issued and renewed in a timely manner.

· Ensure that company vehicles registration and Insurance are renewed in timely manner. 

· Interpret HR policies and procedures to company employees, advice Department Heads regarding specific personnel problems.

· Recommend policies and procedure necessary to achieve the company's objectives. 

· Act as liaison between employees and higher management. Investigate causes of disputes and grievances and recommend corrective action.

· Ensure proper compilation and maintenance of Employees records. (Personnel Files) as stated in HR Policies.

· Conduct exit interviews as per company's HR Policies and provide analysis of the results.

· Ensures compliance with the Saudi Arabian Labor Law and all Government requirements relating to employees legal status in Saudi Arabia.

· Check and maintain company's Saudization percentage and make do necessary action in the best interest of the company.

· Direct report to the General Manager, HR Manager, Operation Manager and Senior HR & Recruitment Officer as required.

	
	Business or sector Manufacturing 


	1 Jan 2013–30 Sep 2013
	Office Assistant

	
	District Council Charsadda
Charsadda, 24420 Charsadda (Pakistan) 


	
	· Assist all the General Coordination Section Official Duties at District Council. 

· Assist and implement the Human Resources.

· Preparation of Monthly Payroll, Pensions.

· Maintain the Dispatch/Peon-book.

· Assist and Preparation of the Annual Budget. 

· Assist and supervised all the Taxation Branch Official activities.

· Performed Obligations/functions delegate from the High Authorities.

	
	Business or sector Local Government of Pakistan 


	1 Nov 2012–30 Dec 2012
	Assistant Administrator

	
	Local Government of Pakistan
Shabqadar, 24420 Charsadda (Pakistan) 


	
	· Assist all the Developmental/Official work in Union Councils. 

· Monitor and evaluate all the Developmental works in Union Councils. 

· Arrange and provide trainings sessions for Union Council Sectaries. 

· Registration of Nikkah in Union Councils and attend high/local courts hearing.

· Preparation of Birth/Death Certificates. 

	
	Business or sector Local Government of Pakistan 


	16 Mar 2010–16 Mar 2012
	President

	
	University of Peshawar
Old Jamrud Road, 25000 Peshawar (Pakistan) 
 

	
	· ​Conduct Workshops, Seminars and Training Sessions.

· Publish IMS Annual and monthly Magazines.

· Arrange job fairs of national and multinational organizations at IMS.

· Alumni annual meeting arrangements.

· Assist in finding internship opportunities for the students of IMS.

· Arrange Monthly meetings of IMS students Association.

· Responsibility for all students activities budget.

· Negotiating MOUs/agreements with different organizations for the development of IMS students.

· Help students in finding higher educational prospects locally and globally.​

	
	Business or sector Education 


	EDUCATION AND TRAINING
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	1 Aug 2009–30 Dec 2011
	Master of Public Administration (MPA)
	EQF level 7

	
	University of Peshawar
Old Jamrud Road, 25000 Peshawar (Pakistan) 


	
	Human Resources Management/Personnel Administration​​


	1 Aug 2006–30 Jul 2009
	Bachelors of Arts (Hons)
	EQF level 6

	
	University of Peshawar
Old Jamrud Road, 25000 Peshawar (Pakistan) 


	
	Economics & Statistics ​


	PERSONAL SKILLS
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	Mother tongue(s)
	Pashto & Urdu as a National Language

	
	

	Other language(s)
	UNDERSTANDING
	SPEAKING
	WRITING

	
	Listening
	Reading
	Spoken interaction
	Spoken production
	

	English
	A2
	B1
	A2
	A2
	A1

	Arabic
	A2
	A1
	B1
	B1
	A1

	Urdu
	A1
	A1
	A1
	A1
	A1

	
	Levels: A1 and A2: Basic user - B1 and B2: Independent user - C1 and C2: Proficient user


	Communication skills
	· Excellent communication skills gain through my professional career and educational institutions.


	Organisational / managerial skills
	· Leadership (can organize more than 1000 employees).

· Organizing (can organize events and trainings).

· Time Management (organize urgent and important task in a timely manner).


	Job-related skills
	· ​Problem solving (solving the problem as per organization policy).

· Organisation (can prioritise, work efficiently & productively and manage time well). ​​​​


	Other skills


	HR Generalist Affairs

Recruitment & Retention

Team Building and Morale Building

Employee Counselling

Disciplinary Procedures

Employee development & Training

Strategic Administration

Confidential Record Keepin

HRMS Database Administration

Employee Relations

HR Policies & Procedures

Benefits and Payroll Administration

Legal Compliance

General Administration

Program & Event Management




	Driving licence
	B / LTV from Pakistan and Saudi Arabian In process. 


	ADDITIONAL INFORMATION
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	· Honours and awards
	· ​First position holder of Inter Provincial batmen-ton, Khyber Pakhtunkhwa - 2008 Pakistan.

· Annual Alumni Gathering – 2012 at IMS, University of Peshawar, Pakistan.​


	Certifications
	· ​​One year certificate of computer programing and basic skills. 



	ACKNOWLEDGMENT
	I hereby state and acknowledge that the information provided is true and complete to the best of my knowledge and agree that any inaccurate and misleading information or significant omissions may disqualify me from further consideration for employment with your esteem organization.​​
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