CAREER SUMMARY
· Result-Oriented business professional with more than 12 years of experience in the areas of Human Resource Management, Recruitment & Administration. 
· Areas of Expertise
· Recruitment & Selection
 * HR & Admin Shared Services    * HR Systems/ERP
· Excellent Customer Service    * Client/Vendor Management      * Employee Relations

· Strong Negotiation Skills
 * UAE, Qatar & KSA Labor Law Knowledge



ORGANIZATIONAL EXPERIENCE
Middle East (STME) UAE 
                               July 2010 to Present Position held:
Senior HR & Administration Officer
STME is an independent global Engineering firm specializing in the design of Process Controls, DCS & PLC, Industrial Automation System, Supervisory Control and DATA  Acquisition (SCADA) system, Critical Control Systems for High Integrity Safety Application (ESD, Fire & Gas), and instrument for Oil and Gas industries, Utilities (Industrial and Commercial Energy and Power), Marine and Manufacturing sectors.

Job Responsibilities:
Recruitment & Selection: 
· Supervise and assist the Recruitment team in the day to day activities and facilitate the process of recruitment from manpower planning till joining / mobilization.

· Partner with Hiring Managers to define major resourcing requirement and manage sourcing process.
· Conduct interviews for various specialized/managerial positions.

· Liaise with Managing Director/Operation Manager mobilization and demobilization of staff within GCC countries.

· Help in coaching, training and recruitment of support staff.

· Maintain the work structure by updating job requirements and job description for all positions.

· Use multiple sourcing techniques i.e. Career job posting, internal recruitment, etc.

· Identify and develop talent pipeline for future needs and build talent networks.

· Develop & implement strategies for sourcing talent with focus on diversity & competency.

· Ensure recruitment of high quality candidates especially from mid-level to management applicants. 

· Negotiate complex offers and employment contracts to candidates in coordination with HR Manager.

· Assist in all recruitment data & information for the required reports and metrics evaluation.

· Ensure reference checks completion and compliance within HR policy guidelines.
· Contributes to team effort by accomplishing related results as needed.

Employee Relations & Employee Transitions:
· Served as an escalation point for personnel and employee relations issues and provide guidance and intervention, as needed, to resolve personnel issues.

· Monitor compliance with all local employment laws and local ordinances.

· Address employment risks, support and advise executives on HR policy, ensure compliance to the company policies.

· Coordinate the transfer and termination process; update all personnel changes from initial request through approval and implementation (location, workforce and other transactions).
Performance Management & Professional Development:

· Assist with implementation and coordinate major Human Resources processes (e.g. annual and midyear promotions, annual performance management, compensation and salary administration) according to company guidelines.

· Identify/plan training required for employee/department and organized the same in coordination with HR team, managers, QHSE and third parties training provider.
General HR/Administration:

· Manage daily HR/Administration Operational issues.

· Handling various HR/Admin budgets and reports, ensuring accuracy and working with team members to deliver reports in a timely manner. 
· Ensure timely per-diem/expense claim payouts.

· Attendance, leave management and payroll coordination.
· Medical and insurance for employees, company and third parties.
· Manage visas for employees across Middle East. Awareness of visa and immigration issues in Middle East countries.

· New employee induction/contract renewal.

· Employment law operating within UAE legal framework when dealing with employment, visa, travel, grievance and disciplinary matters.
· Conduct exit interview and highlighting points for action. 
· Provide HR Generalist services being first point of contact for all employees and managers.

Drake & Scull UAE.
                   Aug 2007 to June 2010
Position held:  Sr. Personnel Officer / HR Recruitment Officer
DSI is a regional market leader delivering world-class integrated engineering through the design and build disciplines of Mechanical, Electrical and Plumbing (MEP), Civil Contracting, Oil & Gas and Water & Power solutions across the MENA region with a staff comprising of 10000+.
Job Responsibilities:
Joined as Recruitment Officer and was promoted to Sr. Personnel Officer after a year
Sr. Personnel Officer / PRO (2008 to 2010)
· Point of contact for all administration matters especially related to visa, public relations formalities, company licenses and government related issues.
· Responsible and supervising complete team of typists, clerk and local PROs.  Well versed of online portals: Ministry of Labor and UAE smart forms.
· Handling cash flow related to visa issues (medicals, labour cards, visa issuance).

· Conduct exit interviews and assist employees for a smooth transfer and handing over.

· Liaise with other admin staff regarding final settlement, leave, insurance, internal transfer, logistics and transportation, camp and stores/sites issues, IT/software matters and implementation of company rules and regulations.
Recruitment Officer (2007 – 2008)
· Provides candidates to all DSI PJSC subsidiaries such as UAE, Qatar, Oman, KSA, Bahrain, Kuwait, Jordan, Egypt, Sudan, Libya & Thailand.
· Sourcing CV’s using job portals, headhunting, employee references, market mapping, personal networking, agents and paper advertisement. 

· Administer entire process of recruitment from posting, sourcing, screening, scheduling and coordinating of interviews, offer negotiation, acceptance, reference check, visa application coordination and joining.
· Ensure that communications is sent to line manager/requestor at each stage.

· Arrange international recruitment trip for managerial/staff categories in coordination with recruitment qualified agencies and line managers.
· Maintain a pipeline of 2 strong candidates for every vacancy.

· Manage and update recruitment status report and applicants database.

Naeem Engineering , Dubai                              
        Feb 2000 to August 2004
Position held:  HR Administrator                                            (Resigned to finish College)
NSE engaged in the construction of commercial and residential buildings within UAE.
Job Responsibilities

· Recruitment: Liaise with Recruitment agencies for CV and handle selection process, line up interviews and support offer role out for selected candidates.

· On Boarding: Handle the onboarding process of new joiners. Liaise with admin Department to ensure the visa is obtained on time.

· Insurance: Coordinate with the insurance company during the annual insurance renewal process. Handle addition and deletion of employee and their dependents in the Company Insurance Policy.
· Learning & Development: Support the line in doing training need analysis. Responsible for handling registration process for employee. Maintain related reports.
· HR MIS: Maintain/Update and archive HR database. Maintain personnel files of employees. Maintain information on the system. Provide information to Management and Auditors when needed.
· Separation Process: Administer employee separation process. Coordinate with Admin and Payroll regarding off boarding final settlement and demobilization. Collect Exit interview data.
· HR Services: Handle employee request, queries and provide solution in line with the company policies.
· Responsible for maintaining and updating Employee personal details in the system. 
EDUCATIONAL QUALIFICATION

· Bachelor of Science in Information Technology (Major in Networking)

SZABIST, Dubai Campus UAE Year 2007
· Diploma in Human Resources Management

Al Ghurair University, Dubai Campus UAE Year 2012
· IT Skills: Proficient in MS Office, Operating System (XP, Windows 7 & 10),  Core Programming Languages (C, C++), Web based programming languages (HTML, ASP, NET & Adobe Photoshop), and others visual basics. Have hands-on experience with multiple or various recruitment portals. 
TRAININGS / SEMINARS:
· ISO Training 9001 – 2008, 14001 - 2004

· First Aid Training Course – Cedars International Hospital

· Basic Fire Fighting – Fire Department JAFZA

· Customer Service Skills

· How to Recruit the Right People 

· Winning Strategies for Recruiters

· Personal Effectiveness & Influencing Skills: Communicate, Negotiate, Influence & Persuade

· Process Mapping and Policies & Procedures Manuals

· HR Organizational Change
PERSONAL DETAILS
· Date of Birth
:
03 Sept 1980, UAE

· Status

:
Married
· Nationality
:
Pakistani

· Languages

:
Proficient in English, Arabic, Urdu & Hindi.
First Name of Application CV No: 488742
Whatsapp Mobile: +971504753686 
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