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CARIER PROFILE
A Human Resources & Payroll Manager with over 2 years of progressive experience and an assistant manager banking of 6 years augmented by a strong post-secondary background in Human Resources, Accounting and Business Administration. Experienced in Payroll Administration, Benefits/Compensation Administration, Talent/Performance Management, Recruitment/Selection, Training/Development, HR Policy and Organizational Design, Contract Negotiation, Job Costing Analysis, People Management, Progress Improvement, and Strategic Planning.  Sound knowledge of Labor Relations, Occupational Health & Safety, Pay Equity and other related labor laws. Proven ability to function as a Strategic HR Business Partner and develop and implement successful human resources management strategies to support corporate mandate. Creative and innovative thinker with effective human resources management and goal setting abilities combined with superior leadership, team building, communication, interpersonal, and presentation skills.  Self-motivated with the ability to excel in a fast-paced environment; communicate effectively at all levels; manage competing priorities; and adapt readily to new challenges.

PROFESSIONAL EXPERIENCE
Dezign Soft Islamabad – Pakistan.
Accountant







2005-2006

Book keeping, making general ledger, vouchers and reports on daily, weekly bi-monthly and monthly basis.Monitoring of expenditures, revenue and use of company resources to ensure businesses operate within budget. And also provides monthly or quarterly reports to management on budgetary performance.
HABIB BANK LIMITED
Officer branch operation 





2006-2008

Cash receipt, Cash payment, ATM handling, Clearing,remittance,cheque handlingandall other branch banking.
HABIB BANK LIMITED HR Department north Division
Human Resources & Payroll Assistant Manager



2008-2010      


· Design & Development, Implementation & Administration of Policy & Procedure 
· Recruitment & Selection, Appointment, Placement & Orientation
· Performance Management

· Record Management.

· Disseminate all relevant information and records to the concerned entities (Internal & External)

· Develop, coordinate and implement annual objectives setting programs and performance appraisal system for all employees

· Compensation & Benefits programs 

· Disciplinary Proceedings 

· Leave & Attendance Management

· Employees & Customer Relation Matters

· Training & Development 
· Coordination, such as, coordination in all HR related issues with Departmental Heads/Management/field offices 

· General Administration, Supervise Local Purchase & Invoicing & Inventory Control

· Health Insurance Policy Management
HABIB BANK LIMITED RBG
AS ASSITANT MANAGER                                                                                      2010 - 2014
Role and Responsibility
Supervise different branch banking department which are Clearing, Remittance, Account opening, Cheque book issuance, ATM Cards Processing, Statement issuance, Salary processing, 
Academic Qualification
M.B.A:


HRM

B.Ed


Sargodha University

B.Com. 


Punjab University 




F.Sc. 


BISE RWP




Matric:     

Abbottabad
Professional Training
Adventure for Empowerment 





Mar 2014 

Enhance Customer Operation Training Programme



Jan 2014

Fraud Awareness Training Programme





Jan 2014

UP you Services Training Programme





Nov 2012

Equation Refresher Programme





Sep 2012

Branch Banking Officers Programme





Apr 2009

KYC and AML Skill Development Programme




Feb 2008

Service with a Smile






Aug 2007

Smart Service Workshop and Developing Winning Mind-set


Sep 2006
Computer Knowledge
Good command onMS Word, Excel and PowerPoint.And also worked efficiently on MISYS, SIMEX, MOBS, SAP, and Vision.Having good ability to work on window environment.

Demonstrated Skill and Abilities

· Good communication and listening skills.

· Computer literacy in a windows environment.

· Good problem solving and decision making ability.

· Energetic, self-confidence, flexible and ability to learn. 

Professional Skills

· Ability to work effectively under pressure of meeting tight deadlines.

· Verbal and written communication skills to effectively communicate with employees and external entities & with the ability to work in multicultural environment. 

· Working with a sense of ownership and dedicatedly giving maximum efforts to deliver extra and accomplish tasks/assignments for the Organization.   

· Team Player.

· Demonstrated proficiency in the use of Microsoft Word, Microsoft Excel & PowerPoint etc.

· Problem solving skills and Trouble shooter. 

· Supervisory Skills.
Referencesare available upon request
