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Imtiaj 

Senior Recruitment Officer
	Email: imtiaj.49386@2freemail.com 
Mobile: Whatsapp +971504753686 / +919979971283

	Personal Profile

Professional, enthusiastic, self-driven senior Recruitment / Talent Acquisition with an excess of 14 years’ experience covering all sectors of the construction industry including Civil Engineering, building, roads & bridges, oil and gas, sewage construction, water network, airport, hospital, resort and infrastructure with specialist skills in resource / workforce planning, project mobilization, mobility and wider HR development.
	Area of expertise

· In-depth knowledge on construction markets.

· HR administration, Recruitment and selection

· Employee relation, workforce planning.

· Applied Recruitment Methodology.

· Talent Pooling and talent acquisition
· Public relation and managing relationships.

· On boarding.

· Highly focused & self motivated with a drive to develop personal skills.

· Strong negotiation and interpersonal skills.

· Management of: Recruitment, Resourcing, On-boarding and generalist HR and Administrative staff.


Career Profile

Contraco W.L.L. – Doha, Qatar
A leading construction Co, with a workforce 6500+, currently in the erection of Roads & Bridge, Building, Hotel & Resort, Central Masjid, Green Building, Villas, Golf Course, Infrastructure and hospital project.
Senior Recruitment Officer (September 2015 - present)
Job Profile: 
· Manage/Supervise in house of recruitment, lead entire Talent Acquisition business and team and maintaining a comprehensive data bank of all Technical and non-technical professionals with varied years of experience. 
· Maintaining and developing strong relationships with candidates during the recruitment process, ensuring that the organization is reflected as an employer of choice.  

· Building strong talent pool through advertising, social site, head hunting, references/recommendations.

· Interviewing and recommending shortlisted candidates to hiring managers, negotiating & extending offers 
· Taking all recruitment and talent acquisition events from initial workforce plans through to on boarding of new employees. Manage and guide development of corporate employment resource.
· Ensuring all future resourcing requirements is planned for, and provide overall management for the delivery of initiatives to align with business objectives and delivery of the workforce plan.

· Continuously monitoring of new recruitment trends and implementing them in the organization to reduce cost 
· Assisted in the development of the company careers page and associated functionality in conjunction with the HR and IT Teams.
· Ensure that resources and processes are in place for recruitment and selection to meet business demands.
· Responsible for developing frameworks and tools to support the company succession planning process.

· Ensure that best practice resourcing policies, procedures and practices are in place across the organization.

· Ensure a formal preferred list of external recruitment suppliers in in place and manage all relationships. 
· Working closely with all business units and project heads to offer a consultative and advisory service on resourcing issues and strategies 
· Maintain the competency framework for the company and for specific roles. 
· Network with Global Recruitment Teams, Specialist Groups and the broader HR community to stay abreast of best practice.

· Participated in preparation of salary scales, grading system, compensation and benefits, competency frameworks and appraisals.

· Weekly meeting, report prepare / presentation and project’s monthly manpower analysis.
Abdullah A. M. Al-Khodari Sons Co. – Al-Khobar, Saudi Arabia
A Construction Co, with a workforce 23000+ resources and over 57 projects currently in the erection of Roads & Bridge, Building, Railway, Airport, Sewage pipe, Water network, Oil & Gas piping- Also joint venture with German, UK, France Co.
Senior Recruitment Officer (June 2006 – August 2015)
Achievements:

· Successful in recruiting manpower for 32 projects within a short period of time.
· Successfully recruited 175+top class candidates in Senior and Middle positions, a clean savings of SR.2.13 millions
Job Profile:

· Talent acquisition, Co-ordinate with Head-hunters for premium Talent Acquisition and negotiate contracts with different HR consultant. 
· International recruitment, Head hunting, adv. CV database searching, CV screening, major work includes searching job board.
· Global talent attraction, development and engagement, head hunt list of candidates as per projects specific requirements.
· Planning and Execution of Manpower plans, job profile, Job description, job analysis and sourcing 
· Responsible for in-house recruitment process from sourcing to joining; mobilization/demobilize of manpower planning, coordinate with employees; sourcing, identification, recruiting/interviewing methods, head hunting and selection of suitable candidates based on existing procedures and within agreed timeframe and budget. 
· Identify and follow-up specialized prospective candidates and conduct preliminary rounds of interview and negotiations.

· Salary Negotiations during the offer, salary break-ups & make the candidate understand about the salary components
· Responsible for dealing with internal and external recruitment agents, visa process, visa management and follow up
· Plan & organize overseas recruitment schedules in coordination with overseas/local recruitment agents for mutually convenient locations & interview schedules, hotel bookings/travel and accommodation arrangements, agency payment
· Coaching of new & existing employees related to employment, compensation, inside relation & performance appraisal
· Arrange and supervised new employee’s travel, accommodation, medical, contract signing, induction & relocation
· Coordinating in the planning and implementation (supervision/develop/design/redesign) of Oracle HRMS implementation, interfaces with management and executing reports for management, conduct turnover analysis & devise retention plan
· Implementation of Oracle ERP to take care of project manpower requirement, pool out the report and decision making. 
· Performance management including grievances and disciplinary and organizational development     
Managing Ad hoc HR projects, customer satisfaction by efficiently, promptly resolving HR problems, guide, direct and motivate staffs to perform their highest potential and work together as a team. Monitor and advice manager & supervisor in the progressive discipline system of the company. Staffing & retention plan.
· Attending project progress meetings representing HR with CEO, Co-ordination with all department directors / Area Managers / Project Managers   related to manpower issues. Leaves attendance, general office administration.
· Oversee implementation of various HR policies and plans and monitor their desired achievements.

FASTEM Construction Bangladesh Ltd. – Dhaka, Bangladesh

A Philippine Base Telecom Construction Company

Accountant & Administrator (July 2005 - June 2006)

Achievements:

· Recognized for successful cost reduction by 10% of budget.

Job Profile:

· Responsible for analysis of financial information and develop models of credit information to predict patterns and trends using statistical software.

· Assessment of credit worthiness of client companies; preparation of business and financial planning; examination of transactions and sales activities and conduct audits on cash, receivable, inventory and working capital.

· Responsible for maintenance of books of accounts, payment of wages and salaries, expenses and income and liaison with banks. 
· Accountable for regular compliance monitoring and implementation of all accounting and financial procedures and for preparation of resolutions and minutes of Board meetings.

· Accountable for preparation of trial balance, income statement and balance sheet; establish follow-up procedures for achievement of collection targets and conformance of policy documents for all documents and records in possession with the company.
Alliance Bedware – Dhaka, Bangladesh
Accounts & Costing Officer (Jan 2004 - June 2005)

Achievements:

· Successful in achieving budgeted profit within 8 months of the financial year.

Job Profile:

· Responsible for preparation of cost statement and factory budget; evaluation and comparison of the budget width the actual performance; inventory management and preparation of reports on credit proposals and quality of credit submissions.

· Scheduling purchase and delivery of materials and services; monitoring performance of suppliers based on their services and cost effectiveness.

· Evaluation of customer records to recommend payment plans based on earnings, savings data, and payment history and purchase activity.

· Appointment of distributor and analyze territory-wise sales to gather data on market feedback and market expansion.

· Responsible for physical stock verification at factory, depot and compare the same with accounts statement; handling of Company Tax and VAT issues and reporting of inventory ratios to CEO.

· Empowered to ensure smooth functioning of the organization in absence of CEO.

Previous Assignments in Brief

Gonoshyahtiya Kendra – Dhaka, Bangladesh
Financial Analyst (Jun 2002 – Dec 2002)

Job Profile:

· Responsible for analysis of financial statements and balance sheet; profitability and cost forecast analysis; cost/benefit analysis and report writing.

Insights & Ideas – Dhaka, Bangladesh
Field Officer/ Supervisor (Jan 2002 - Jun 2002)

Job Profile:

· Responsible for door to door collection of data for market research for various companies looking for new investment opportunities in Bangladesh.
Skill Development

· Employee sourcing for senior & middle management positions, innovative & strategic recruiter 

· Effective Head Hunter & smart negotiator, specialist in international recruitment drives in GCC 

· Good at problem solving (reasoning and alternative solution), negotiating, listening. Strong leadership skills
· Strong customer service, facilitation, conflict management, change management, responding, interpersonal, influencing and project management skills; ability to handle stressful situations in a professional manner. Dedicated to continuous improvement. Organized, forward thinker, team player. Good judgment and decision making skills.
Training Development

· Internal Quality Auditor ISO 9001:2000, (3 days) conducted by TUB, Saudi Arabia
· Health & Safety Environmental (HSE), Director- HSE, Al-Khodari Sons Co, KSA 

· First Aid Course, Red Crescent Society, Dammam, Saudi Arabia 
· Fire Fighting and Emergency Response, Al Khobar, Saudi Arabia

Professional Development

· Certificate in HR Skills (HR Role, leadership In HR, Motivation, Performance Management (PM), Competencies, HR Audit, Recruitment, HR Problem Solving, Reward – Compensation & Benefits, Recognizing And Delivering To The Internal Customer, Moving HR Into The 21st Century –(IIR Middle East-www.iirme.com) & The George Washington University D.C
· Certificate Lead Auditor ISO 14001:2004 (EMS) conducted by Vincotte Middle East (www.vincotte.ae)
Academic Qualification              
· MBA (Finance), Dhaka University / BBA (Finance & Banking), Dhaka University.
· Partially completed Association of Chartered Certified Accountants – ACCA (UK)
· Possess knowledge on MS Office package-trained by New Horizon, ORACLE ERP, SPSS, Quick Books Pro, Internet application, career portal like bayt.com, monstergulf.com, naukrigulf.com, gulftalent.com, linkedIn.com
· IELTS Score 6.00 (2010)
Personal Particulars

· Date of Birth: 10th June 1977, Bangladesh

 
· Languages: English, Hindi and Bengali



· recruitment trip: Philippine, India, Pakistan, Egypt, Nepal

