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Summary

Operation Management, Human Resource Management, Administration, logistics, Community Development, Trainings and Event Management have been the areas during the Eleven years of my multitasking work. My exposure and work related experience all over Pakistan has provided me with a sound understanding of technical, financial and social aspects of development projects. 
[image: image3.png]


Professional Profile  
1. Empirical Initiatives 
                           Position: Manager Operations and HR (August 2013 till Oct 2016)
Responsibilities in HR:
i. Direct, plan and coordinate the work of the program staff including supervision and evaluation, training and team building

ii. Preparing Sourcing Plan, Targeting Potential Candidates, Screening Candidates over Phone and face to face interviews, Managing Resume Databases
iii.  Hands on exposure in formulation of Policies and Procedures manual, HR structures, Organizational development activities,
iv. Presenting HR Module.

v.  Making employees aware of various HR Policies.

Responsibilities in Operations:
i. Improve the operational systems, processes and policies in support of organizations mission -- specifically, support better management reporting, information flow and management, business process and organizational planning.

ii. Manage and increase the effectiveness and efficiency of Support Services (HR, IT and Finance), through improvements to each function as well as coordination and communication between support and business functions.

iii. Play a significant role in long-term planning, including an initiative geared toward operational excellence.

iv. Oversee overall financial management, planning, systems and controls.

v. Management of agency budget in coordination with the Executive Director.

vi. Development of individual program budgets

vii. Regular meetings with Executive Director around fiscal planning.
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1. USAID-IRG
         Position: Assistant Manager HR and Admin (May 2011- August 2013)
i. Structure, organize, and maintain personnel records to ensure confidentiality and the expedite retrieval.

ii. Assist with editing human resources communications content including company announcements, presentations, policies, forms, training material and job descriptions etc.

iii. Answer employee questions as able, including benefits questions and refer other questions or concerns to appropriate resource as needed.

iv. Create and maintain latest revisions of human resources forms and maintain latest revisions of human resources policies.

v. Update organizational charts on a monthly basis.

vi. Assist HR department with planning and executing employee events.

vii. Process candidate background investigations.

viii. Process benefits/employee changes to payroll
ix. Plan and coordinate administrative procedures and systems and devise ways to streamline processes

x. Assess staff performance and provide coaching and guidance to ensure maximum efficiency

xi. Ensure the smooth and adequate flow of information within the company to facilitate other business operations

xii. Monitor inventory of office supplies and the purchasing of new material with attention to budgetary constraints

xiii. Monitor costs and expenses to assist in budget preparation

xiv. Oversee facilities services, maintenance activities and tradespersons (e.g electricians)

xv. Organize and supervise other office activities (recycling, renovations, event planning etc.)

xvi. Ensure operations adhere to policies and regulations

xvii. Keep abreast with all organizational changes and business developments
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FAST Engineering Group
                          Position: HR and logistic Officer (January 2009-May 2011)
i. Identify training and development opportunities

ii. Organize staff training sessions, workshops and activities

iii. Provide advice and assistance in developing human resource plans

iv. Monitor staff performance and attendance activities

v. Coordinate staff recruitment and selection process in order to ensure a timely organized and comprehensive procedure is used to hire staff.

vi. Have developed policies and procedures for the procurement and logistics.

vii. Provide administrative and logistics support to the projects and regional offices.

viii. Managing proper transportation and warehousing of the procured materials.

ix. Developed proper reporting formats and periodic reports for the utilization and of budgets and progress of the procurement and logistics.

x. Travelling and lodging/accommodation of officials.
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3. Pakistan Poverty Alleviation Fund 
                         Consultant-Operations: (August 2008 – December 2008)
xviii. Assist operation units in management of PPAF Field Coordination Offices in AJK and Mansehra.

xix.  Coordination with active partners in the field and compilation of progress reports.

xx.  Liaising with Partner organizations to ensure compliance with standard guidelines for Monitoring and Evaluation of activities funded by PPAF. 

xxi.  Assist Monitoring and Evaluation Unit in field research, analysis, documentation and dissemination of information.

xxii. Compilation and analyses of monthly progress and manager’s report of PPAF’s Operations Unit i.e. Health & Education unit, Community Physical Infrastructure Unit, Water Management unit and Credit Enterprise Development unit.

xxiii. Organizing Citi Micro Entrepreneurship Awards annually.  
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Pakistan Poverty Alleviation Fund and World Bank 
               Consultant-Field Survey (June and July 2008)
i. Collection of PWDs data from selected areas of Mansehra and Rawalakot.  

ii.  Conducting interviews of PWDs

iii.  Analysis of collected data

iv.  Punching the data on Management Information System (MIS). 
v. Preparing weekly reports 
5.  National Institute of Population Studies
               Field Supervisor (August 2006 to March 2007)                   
i. Supervising all field activities.  

ii. Make sure all field reports submitted well before time.

iii. Analyzing field data and preparing reports.

iv. Preparing strategies for field activities.  

6. Sachet, (PRHB)
                Project Assistant (September 2005 to January 2006) 
i. Preparing project reports.  

ii. Conducting trainings and workshops.   

iii. Assisting Project Manager in implementing project.

iv. Maintaining all relevant project data. 

7. UNICEF for Polio Eradication  Campaign
                 Social Mobilizer (January - March 2005) 
i. Providing awareness regarding Polio to the community.  

ii. Conducting training and session on Polio at community level.

iii. Ensuring all children of the community is properly vaccinated. 

iv. Collecting data and preparing reports.
Trainings Courses
i. Three months (Sep to Nov 2008) training course of “Human Resource Management” from RECKM International
ii. Seven days (7th to 13th  Feb) Project Management Professional training from MANTECH & ARC 

iii. Two days (15th to 17th April) Communication Skill training from USF
Computer Skills:

High level of proficiency in Microsoft Word, PowerPoint, Excel & Access
HONOURS & AWARDS
i. Two consecutive “Best Employee Award” for the year 2014 and 2015.

ii. Member of “Green Solutions”, a company works on clean energy environment.     

iii. Elected for the post of Class Representative in Quaid-e-Azam University

Biographic Information
Nationality: 
             Pakistani
Marital Status:                    Un-married 
Education:                          M.Sc. Anthropology, Quaid-i-Azam University, Islamabad
