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	MOIZ
	


Human Resource / Accounts / Admin Operation / Public Relations Officer
A result oriented business management professional with 10 years of proven track record in planning and leading comprehensive employee services strategies, in support of business goals and objectives. Possess expertise in business operations, corporate planning/requirement and execution. Seeking to become a productive member of a leading group under the capacity of Management. To incorporate the knowledge & skills learnt from past experience and use it for its future growth & success.

	
	Professional Skills
	


* Have a exceptional practice about development Human Resources Management. Took on, skilled and counseled range of recruiters as well as support staffs and set needed evaluation reports.

* Have capacitated with magnificent public association features.

* Initiated and executed various compete outreach curriculums.

* Have a astonishing shooting capacity.
* Have significance academic background and training in this field

* Have outstanding interpersonal skills and communication skills in both ways like verbal and written.

* Responsible for various recruitments, interviews, evaluations and several analyses.

* Have well-built employee relationships.

* Take necessary development and evaluation measures for assigning salary grades, analyzing and conduction intermittent salary reviews.

* Suggested suitable resolutions regarding employee relations problem and inferring company policies.

	
	Professional Experience
	


Abu Dhabi Commercial Bank, (Itmam Services LLC) (After takeover of The Royal Bank of Scotland) - Dubai, UAE
HR Analyst – Employee & Admin Affairs (Human Resources)
May 2007 – May 2017
Abu Dhabi Commercial Bank is one of the largest financial industry in Middle East and third biggest bank in UAE with holding more then 75 branches across the United Arab Emirates, India & United Kingdom.
* Handling Immigration (including Freezon) and Ministry of Labor issues

* Online visit visa

* Induction of New Hire

* Conduct employee engagement program (off-site)

* Coordinated orientations and exit interviews part-time and temporary employees

* Staffs new joining & exit formalities (On-boarding & Off-boarding)
* Computed yearly, quarterly and monthly benefits and payroll
* PeopleSoft - Entry/Authorization (Global data base of our all staffs with their salary, dept., BU, DOJ etc)

* Insurance – enrollment, cancellation, quarterly payments

* Staffs all loans, NOCs, experience letters, warning letters
* Whistle blow (complain & grievances)
* Staffs claims
* Registering and cancellation in POAs (Power of Attorneys)

* Staff End of Service Benefits (Settlement)
* Monthly reconciliations
* Maintaining MIS
Training And Development
* Provide necessary recruitment strategies for marketing and sales support control.

* Formulate and execute several local college recruitment curriculums

* Provide essential establishment and maintenance with selective employment control

* Provide vital assistance in the staff’s communication enhancement curriculum
* Assisted a 4 member consulting team in the administration to assess employee's personality types and how they correlate with job performance.

* Prepared presentations and manuals

* Taught employees new and more efficient ways to perform their jobs

* Trained new employees on company equipment and on how to use software programs
PROJECT EXPERIENCE: 
Training and Development:
· Prepared SOP(s) for the system
· Prepared SER(s) – for PRP Programs, all types Visa/ ID cards
· Improved and develop additional HR systems to have efficient, controlled and integrity. (for e.g., Tawasul)

· Designed an HRD intervention to improve employee performance. 

· Conducted an in-depth analysis of the problem by performing a Needs Assessment using Organizational/Task/Person Analysis. 

· Provided recommendations to the organization by the use of a designed training program.
· Completed a training program on Affirmative Action Hiring Procedures, Union Regulations, Compliances and Labor Laws.
Separation/ Integration Project of RBS TO ADCB
· Prepared and finalized MIS report of separation
· Closely worked with separation team to have smooth transfer of Retail & Consumer Banking
First Floor Floorings - Karachi, Pakistan

Branch Manager

July 2005 - Jan 2007

Local company who was importing great quality of woods, laminate, vinyl, artificial grass, Ash to trough etc from Germany, France, Sweden & England.

* Building market intelligence 
* Meet or exceed the agreed sales revenue 
* Define and implement right sales strategies 
* Creates fact based understanding of local market dynamics and competition 
* Maintain relationship with existing customers and develop new customers. 
ChenOne - Dubai, UAE
Sales Representative - Showroom

May 2004 - May 2005

The best store of linen & furniture who are having more then 15 branches in Asia, other then that they deals in so many more item related to home decor such as artificial flowers, bathroom accessories, table lamps, floor mats & rugs etc.

* To completely entertain the customers with dealing the all goods in our outlet 
* I have given home services if customer required 
* I was taking care of merchandizing also 
* I was handling counter too where we care to do cash and plastic money transactions 
* I was handling accounts also, like petty cash, monthly balance sheet, and bank transactions of cheques and keeping record of these cheques on computer custom made program.
ABN AMRO Bank - Karachi, Pakistan
Sales & Marketing Executive - Retail Banking
May 2003 - Nov 2003
ABN AMRO is a renowned multinational financial institution. It is one of the largest multinational banks operating in Pakistan, catering all the needs in the banking and financial industry in Pakistan. It is famous for servicing the elite category people across Pakistan.

* Study the market and customer needs with marketing and strategic planning 
* Identify target customers both locally and within the region in order to establish a basis for potential business 
* Establish and maintain good relations with key potential corporate clients 
* Sell products; follow up calls by inbound and outbound telemarketing calls 
* Enter and adjust customer / prospect's details and related data in the database 
* Achieve sales targets and departments objectives efficiently and effectively 
* Meet and visit customers.
	
	Education
	


Bachelor’s in Business Administration – Certificate Attested

Karachi University – 2002 – 2006

	
	Personal Certifications
	


· Diploma in Information Technology from Genetic Computer School – 2000 – 2001.

· C – Language from Genetic Computer School – 2000 – 2001.

· Visual Basic 6.0 from Genetic Computer School – 2000 – 2001.

	
	Computer Skills
	


· Operating Systems: - Windows NT 4.0, Windows 2K and Linux.

· Computer Languages: - C, VB 6 and Java.

· Databases: - MS Access 2000, Oracle 9i, MS SQL Server 2000

	
	Personal Identifications
	



Nationality

Pakistan

Date of Birth

October 11th, 1981.


Martial Status

Married
Driving License

UAE Light Vehicle + Own Car
Visa Status

Employment Visa Transferable

Covid Test

Fully Vaccinated with 2 Doses

Email Address

moiz.375026@2freemail.com
Mobile Phone

+971504753686

Reference

Mr. Anup P Bhatia, HR Consultant, Gulfjobseeker.com




freecv@gulfjobseeker.com 


