Syed 
Syed.351775@2freemail.com
Objective:

To attain a professional excellence in the field of HR and to work in a competitive environment to 
grow and contribute towards company goals by undertaking the professional challenges.
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Professional Experience:
1. Organization

:
AL ALWANI Group of Companies, Dubai, UAE




Perfumes & Cosmetics Division.

     Position

:
HR – Administrator. Period: 2014–to Dec 2015.
· HR-Administration 
	HR Plan Review:
	Work with group senior management to formulate the HR plan and maintain records of all related documents.

	New Appointments:
	Arranging appointment letters, complete all documents related to the appointment process. 

	Recruitment:
	Recruitment of candidates through, e-recruitment methods, and placement of ad in the newspaper. Develop databank, formulate interview in co-ordination with the line managers. 

	Leave Salary:
	 Arranging leave salary entitlements prior to staff leaves on vacation.

	End of Service:
	 Arranging termination letters and supervises the handling over and clearance of staff and coordinating with accounts department for final clearance in case of resignation.

	Issue letters: 
	Issue all letters related to staff, such as salary transfers, experience certificates, etc..

	Payroll Administration:
	At the end of every month, to monitored salaries sheets according to Wages Protection System (WPS) for two different payrolls. 

	Passport Handling:
	Taking care and follow up all staffs passport and to control the handing over and receiving of passports as per company policy and procedures.

	Staff Filling and Details:
	Maintain a proper and highly organized filling system and updating complete information or changes.

	Visa Renewal List:
	Taking care and follow up with visa section before two months advance visa renewal list of all staff.

	Handling Complaints:
	Receive staff complaints, suggestions and providing proper advice and solutions for the same as required. 

	Administration:
	Implemented office Policies, Record office expenditure & managing the budget. Stationery and equipment arrangement, resolve dispute in the office. Contributes to team effort by accomplishing related results as needed.

	Transportation: 
	Maintaining vehicle record, SALIK record, License renewal, Fines, Vehicle insurance issues. For First-Aid process manage the transportation for the employees. Provide transportation for all employees pick & drop arrangement from point to point.

	 Accommodation:
	Checking the rooms in accommodation alternative basis and solving the problems. A/C maintenance, Pest control, Fire Extinguisher, Tele communication arranging vehicles emergency. Listening to grievances and implementing disciplinary action.
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2. Organization

:
SAIPEMS.P.A., Oil & Gas Group, Dubai, UAE 

     Position

:
HR – Co-Administrator. Period: 2011 - 2012.

· HR-Administration


· Responsible for recruitment preparation including Offer letter, Letter of Appointment, labor card, personal file, new staff checklist etc. As well as all procedures for redundancy/termination of the employees.

· Preparation of all letters including Termination letters, Experience Certificates, NOCs, arranging travel facilities for expat staff members.

· Managing employees’ records and personal files, leaves record and benefits.
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3. Organization

:
FAKHRUDDIN Group of Companies, Dubai, UAE 





Perfumes & Cosmetics Division.
     Position

:
HR – Administrator (More than 800 employees)

     Period

:
2005 - 2010.

· Payroll & Attendance

Attendance report, records maintains and monitor’s time sheet to ensure employee punctuality. Additions, Deductions, Annual Leave, Loan details entries for payroll system. Payroll generation & confirmation – Individual & full. Clarifying discrepancy if any – after salary distribution. Final Settlement and No dues form – At the time of leaving.

· HRIS Reports

Employee Information report, Maintaining / Updating Leave Records, Arranging & conducting Interviews in recruitment processes. Coordination with the PRO in all visa related matters, Visa report - Applied & Under process, Monthly summary of new arrivals and departures. Prepare and submit all relevant HR letters/ documents/ certificates as per the requirement of employees. Conduct employee orientation and facilitate new comers joining formalities. Maintain and regularly update master database of each employee. Performing investigations related to employee complaints and HR-related issues, Developing and coordinating grievances and mediate workplace disputes Counseling employees and supervisors. 

· Accommodation 

Checking the rooms in accommodation alternative basis and solving the problems. Listening to grievances and implementing disciplinary procedures. 

· Transportation 

Maintaining vehicle record, SALIK record, license renewal, fines, vehicle insurance issues etc
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4. Organization

:
Olympic Freight (Pvt) Ltd., Karachi, Pakistan   
    Position

:
Office Administrator. Period: 2003 – 2005.
    Job description

:
HR & Administration profile.
5. Organization

:
Software Development Associates. Karachi, Pakistan
    Position

:
Office Administrator. Period: 2000 – 2003.
   Job description

:
HR & Administration profile.
EDUCATIONAL QUALIFICATION: 

· B.Sc.(Pre-Medical) from University of Karachi -1995
· Intermediate from S.M. Science College, Karachi, Pakistan. 

· Higher Secondary Education from Government School (Lyari), Karachi, Pakistan. 
COMPUTER PROFICIENCY:

· Microsoft Office™ (Word™, Excel™, PowerPoint™). 
· Operating Systems: Windows™ (7™, Vista™, XP™)
· Exposure to Internet Technologies

· HRMS – Oracle & FoxPro 

LANGUAGES:

· English, Urdu & Arabic (Read & Write).
PERSONAL STRENGTH:

· Ability to work as a team member and take up multitasks.

· Achieve the satisfactory targets is given time and remain up to the mark.
· Excellent communication, presentation & negotiation skills. 
· Strong leadership/coaching ability as well as program management skills
PERSONAL DETAILS:
· Nationality : Pakistani
o  Religion : Muslim-(Sunni)     o Marital Status: Single 
o Age: 34-Years
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