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PROFILE

A result oriented Human Resources Professional with a proven track record in the execution of all facets of Corporate HR Management, administration and functions. Strong ability to provide leadership and strategic directions in the planning and delivery of human resource management and administrative services. Solid knowledge of current human resources practices, policies and legislative provisions and human resources planning. A flexible all rounder, comfortable in designing, developing and implementing of recruitment strategies to enable management in achieving corporate goals.

SUMMARY OF PROFESSIONAL QUALIFICATION & EXPERIENCE
· Master of Business Administration in Human Resource Management from Preston University, Karachi in  2005
· Master of Arts and Law graduate

· Expertise in all aspects of Corporate Human Resource and Business  Management, Administration and Project 

        Management in a large, complex, and sophisticated computerized environment

· Managerial experience from USA based Multinational Pharmaceutical & Chemical Industries, University, Real-
       Estates and  4* & 5* Hotels in Pakistan and UAE 
· Extensive background in Staff Recruitment , Retention, Staff Training & Development, Performance  Management 

· Management style strongly emphasizes teamwork, creativity, and empowering people
· Expert in Business ethics programs
· Superb written and oral communication skills
· Excellent in Computer Literacy;
· Organizational and Strategic Planning; 

· Management Coaching and collective bargaining; 

· PeopleSoft HRIS database Program; 

· Contract negotiation and compliance 

	
PROFESSIONAL AFFILIATIONS

· Employers’ Federation of Pakistan
· Association of Business Professional & Agricultural  Women

· All Pakistan Women’s Association

· Pakistan Association of Women Lawyers
· Sind Bar Council, Pakistan High Court

· Karachi Bar Council, Pakistan

 
	OTHER PROFESSIONAL CERTIFICATIONS  /  TRAININGS

· Professional Management Training  on Women  Entrepreneurs organized by Employers’ Federation of Pakistan  & ABP&AW in collaboration with  International Labor Organization.

· Training on Human Resource Management Quantitative Skills and Software Techniques organized by Employer’s Federation of Pakistan.

· Training on PeopleSoft HRIS Software Program organized by Merck Sharp & Dohme, U.S.A.  
· Training on Manager’s behavior, Supervisory role and Conflict Solving &Business Ethics by MSD,  USA.


· Knowledge of UAE Labor Laws
· Employee Safety and Health Insurance Programs oriented

PROFESSIONAL EXPERIENCE
Position :  University Lecturer  (Head of the College of B.B.A., B.COM)  
August 2008 to till Present
Vinayaka Mission University, RAK, UAE




Job Responsibilities:
· Leading the colleges of B.B.A. and B.Com on own initiative
· Teaching Business Management , Business Communication, Business Organization & HRM
· Attending staff, faculty meetings etc.

· Coordinating weekly and monthly reports of the departments. 

· Coordinating as a member of the examination committee

· Deal with the students for their grievances.

Position:    
H. R.  Manager   (Temporary job for 3 months)      

June 2008 till August , 2008                                                                                             

Grand Mid West Hotel Apartment  (a chain of 5* hotel apartment in Dubai)     

Responsibilities:

· Developed and lead the HR Department from the scratch. Managed, Monitored and Administrate

      all Human Resources activities of the Hotel independently 
· Visited Bangladesh to successfully recruit and place 300 job requisitions over a three month period
      for new 4* & 5* hotels in Dubai.

· Recruited entry level to managerial positions using behavioral interviewing strategy and managed
      the entire recruitment process independently
· Organized and managed training programs within organization in order to ensure that staff gain and
      develop the skills they need to enable them to carry out jobs effectively.

· Processed & streamlined documentation for Visa processing as per procedures for all new
      employees.
· Collected and updated all HR related employees data and kept in computerized system to ensure
      compliance with all relevant statutory records, laws, and administrative functions related to the
      departments and updated all personnel records in files. 

· Streamlined documentation for various activities including offer & appointment letters, employees
      personnel files, leaves and final settlements and other related issues as per labor laws and
      company’s policies

· Also was responsible for all Staff Accommodation, Training and Payroll System

Position:  H. R. Manager      

            

       

 June 2006 till May , 2008                                                                                             
Al-Ghurair University, Dubai, UAE     

Responsibilities:

· Developed and lead the HR Department from the scratch. Managed, Monitored and Administrate all Human Resources activities of the organization such as:

· Ensured effective implementation of organizational policies and procedures
· Key contributor in helping University Accreditation by preparing related documents (i.e. HR Mission, Objectives, HR policies and procedures etc.) 

· Dealt with recruitment activities for faculties and staff including preparing press advertisements and interviews, short listing etc.

· Processed & streamlined documentation for Visa processing as per procedures

· Ensured compliance with all relevant statutory employees related records
· Assisted Staff and faculties with grievance hearings and providing solutions
· Liaising with Health Insurance program and issues for all faculties

· Dealt with appointments, contracts, payroll system, Leave settlement, final settlements, terminations and Time & Attendance system.  

· Organize and manage training programs within organization in order to ensure that staff gain and develop

      the skills they need to enable them to carry out jobs effectively.


Position: H. R.  Consultant:                              

 

August 2005, May, 2006                                                                  

Amiri Consultancy, Dubai, UAE (Management Consultancy Firm)

Responsibilities: 

· Assisted organizations in hiring and selection process of new high technical, specialized, and

      professional employees by available sources.

· Established and maintained liaison with employers of other organizations to identified and evaluated
      employers' recruitment needs 

· Negotiated terms of employment 

· Drafted and placed advertisements for the recruitment of highly technical and specialized

      Professional employees using a wide range of media. (e.g., newspapers, magazines, internet
      web sites etc); 

· Headhunted for identifying and approaching suitable candidates; 

· Reviewed applications, managing interviews and shortlists for referral to prospective employers;

· Checked references and suitability of applicants before referral to employers

· Advised job seekers regarding personal presentation at interviews and about their written application

      and resumes

· Arranged appropriate training in job skills on request of employers

Position:      Manager HR, Admin. & Personnel   



Feb, 2002– July 2005

Merck Sharp and Dhome of Pakistan, Karachi, Pakistan
 (Multinational USA Based pharmaceutical manufacturing Company)

Responsibilities:

-
Human Resources
· Assisted the Regional Management by developing the company philosophy and strategy plus translation into actionable programs to lead the Human resource functions of the organization. 
· Was responsible for all corporate Human Resources activities and handling issues including development and implement of corporate policy, Recruitment, staff training, team leadership training, counsel and coaching, contract negotiation, Employee relations, Employee scheduling, Employees Safety & health programs,  Performance Management & Employee Benefit programs, Employee Development Processes, Career planning & Development, Succession Planning Process .

· Was responsible for the collection and input of all HR related employee data into the PeopleSoft program (HRIS data base software) for more than 2,000 employees.
· Created all employee data reports required for internal customers and external government and legal compliance. 
· Performed essential troubleshooting of HRIS issues and works with IT support to resolve. 
· Collaborated with IT and HR teams in the analysis of HRIS system upgrades and enhancements. 

- 
Administration
· Monitor headcount by department and maintain a record of vacation and sick time used by each employee including monitoring Time Management System

· Planned, organized and participated recreation activities as summer picnic, parties and events

· Carried out  and reviewed all Administrative, Housekeeping, Sanitation, Fumigation, Horticultural, Cafeteria, Transport, Disposal of items, Inventory, Health Insurance and Hospitalization arrangements and related issues by solving tactfully in the plant premises according to the policies and procedures
· Monitored & administrator bids, tenders, contracts to ensure compliance with contractual terms & conditions.
· Carried out and Reviewed Administrative, housekeeping, sanitation, fumigation and horticultural
      and Security arrangements in the plant premises according to the Company’s policies.
 
Position:
Office  Manager (Personnel & Administration): 


Aug. 1996 –Oct. 2000

Nalco Gulf Limited, Karachi, Pakistan      (Liaison office of MNC- USA Based Chemical Company)


Position: 
Personnel & Admin Officer:      



     November 1994 –July 1996

Muller & Phipps, Karachi, Pakistan (Multinational USA Based Distribution Company)


Position:
Executive Assistant to CEO




     May 1993 to October 1994
SCHON Group of Pakistan ( One of the largest groups of Companies)


Position: 
Administration & Finance Assistant:   



         April 1987 – May  1993

UNICEF, UNO  (United Nations Children’s Fund), Karachi, Pakistan

& also have worked in different MNC USA Based Pharmaceutical Manufacturing Companies as SK&F, Park-e-Davis, Johnson & Johnson, Pakistan Vitamin Products etc.                                               during 1983 to 1987
Language Skills

Fluent in Reading, Writing and Speaking: English, Hindi, and Urdu


Computer Skills

Outlook Express, Windows XP, MS Office, PeopleSoft HRIS Database Software, Cognos HRIS Reporting Software,
 Internet browsing, Multi-soft work, Print Master
Personal Details

Marital Status
:
Widow & blessed with 2 daughters
Driving License
: 
Pakistan & UAE (clean & valid)
 
PAGE  
1

