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Vision 
Seeking a position in some multinational or medium size organisation’s management where I can use my proven  Problem-solving, Analytical, creative, strong communications and Capability to manage multiple projects simultaneously skills to help a company to improve its operations.
Qualification
Graduation from Karachi University, 
Career history
	· Freelance consultation - Pakistan
	Sept’12 - onwards
	

	· Raja Group of Companies - Dubai
	Feb’12  - Aug’12                    
	HR & Admin Executive

	· Palm Group of Co. Pakistan
	May 2010  to  Dec 2011           
	Sr. Mngr Strategies, Planning  &  HR

	· Al-Karim Overseas Employment Services - Karachi
	Feb’09 – April’10
	Administration & HR Manager

	· Right Source Company - Karachi
	July’07 – Feb’09
	Business Development Manager

	· Shell Pakistan Limited
	Dec1995 – June 2007
	HSSE / Marketing / Brand / Supply Chain / Packaging / Internal Auditor

	· Siemens Pakistan Engg. Co. 
	Dec’90 – June’94
	HR Officer


Overview of Core Competencies 
· Understand the business
· People Management & Leadership
· Talent Management 

· Professional and Ethical Behavior 
· Strategic Thinking 
· Communication, persuasion and interpersonal skill
· Evaluation & Negotiation

· Contractor Resource Management

· Inventory/Supply Management

· Logistics and Transportation Management

· Operations/Logistics Strategy Development

· Warehouse Management

· Strategic Assessment and Planning of Requirements

· Supplier Strategy Development

· Contract Administration and Management

· Management of Working Relationships with Suppliers

· Assessment and Planning of Acquisition Requirements

· Risk Management

Achievements
My achievements in different sectors are mentioned below: 
HR :

· Implementation of HR Policies and Procedures without any fails which resulted better controlling of  employees and co. standards 
· Introduced JDs and KPIs. Its implementation improved employees and company’s efficiency 
· Lead Marketing Team and achieved 30% extra 
· Introduced our services to different business sectors resulting significant profits margins 
Supply Chain :

· Manage to forecast, plan, procure and import raw material for 63000kl production/annum without any fail resulting significant production
· Reduction of 45% inventory of base oil  (approx 400k usd = Rs.24m/month) without any dry out and got best performance award 
· Controlled and streamlined 20 yrs old additives inventory – saved cost 50k usd 
· Implemented HSSE at Attock Refinery and managed to receive contamination free products which gained strong market image and customer satisfaction 
· Due to strong follow ups and business relationship with refinery, I managed to receive products while other competitors were dried out and in the result we have increased 21% business in 1 month’s time in 2005 approx Rs.2.5m 
· Successfully arranged 15 days credit with unlimited amount facility with refinery 
Health, Safety, Security & Environment:

· HSE focal point from inbound deptt.  I have given  different HSSE training to staff in all over the Pakistan
· Introduced Accident and Incident Reporting and it Root cause Analysis 
· Introduced HSSE at Attock Refinery – Base Oil’s Sections and share our best practices in Emergency Response System 
· Conduct HSSE training to staff in all over the Pakistan 
Audit :

· Conduct HSSE snap Audits and manage contamination free products.
Career History with brief JDs: 
companies - Dubai
HR & Admin Executive
Administer compensation, benefits and performance management systems, and safety and recreation programs.
Identify staff vacancies and recruit, interview and select applicants.
· Perform difficult staffing duties, including dealing with understaffing, refereeing disputes, firing employees, and administering disciplinary procedures.
· Advise managers on organizational policy matters such as equal employment opportunity and sexual harassment, and recommend needed changes.

· Plan, direct, supervise, and coordinate work activities of subordinates and staff relating to employment, compensation, labor relations, and employee relations.
· Analyze training needs to design employee development, language training and health and safety programs.
· Maintain records and compile statistical reports concerning personnel-related data such as hires, transfers, performance appraisals, and absenteeism rates.
· Plan, organize, direct, control or coordinate the personnel, training, or labor relations activities of an organization.
· Conduct exit interviews to identify reasons for employee termination.
· Investigate and report on industrial accidents for insurance carriers.
· Prepare and follow budgets for personnel operations.
· Study legislation, arbitration decisions, and collective bargaining contracts to assess industry trends.
· Contract with vendors to provide employee services, such as food service, transportation, or relocation service
· Analyze and modify compensation and benefits policies to establish competitive programs and ensure compliance with legal requirements.
· Plan and conduct new employee orientation to foster positive attitude toward organizational objectives.
· Serve as a link between management and employees by handling questions, interpreting and administering contracts and helping resolve work-related problems.
Sr. Manager Strategies, Planning & 
Human Resources 
Palm Group of Companies
Palm Group of Companies is a leading group of companies, inside and outside of Pakistan. My responsibilities as Sr. Manager Strategies, Planning and HR are as under:- 
· Provide leadership and vision to the organization to the Board and staff with the development of long range and annual plans, and with the evaluation and reporting of progress on plans
· Research and write discussion papers, analysis documents and proposals as needed to assist the organization in determining and meeting its long and short term goals.
· To ensure that effective and appropriate HR Policies and Procedures are in place which meet legal requirements, best practice and  organisational objectives
· To ensure that managers and staff receive effective and appropriate advice and support on the Implementation and interpretation of HR policies and procedures

· Review and monitor progress against the HR action and objectives and ensure that staff and budget resources are appropriately allocated and deployed

· Develop mechanisms to monitor the effectiveness of Human Resources and produce 

Regular reports on key HR performance indicators to ensure service delivery is consistent and in line with agreed standards
· Ensure that effective learning and development, recruitment and health and safety strategies, procedures and policies are developed, implemented and monitored. 

· Recruitment and contracting of company and project staff

· Employee development and training

· Policy development and documentation and implementation

· Employee relationship

· Performance management and improvement systems

· Manage advertising opportunities 

· Oversee distribution of all marketing and publicity materials (posters, program, flyers, mail Outs, brochures etc) with director, designer and project manager.

· Provide vision and leadership in long – range fiscal planning to ensure the 
Continuity and Solvency of the company
· Oversee and ensure high safety standards at all times
Administration / HR Manager 
Al-Karim Overseas Employment Services 
Responsibilities Performed:   

· Supervise staff in accordance with company policies and procedures. 

· Conduct interviews, hire new staff, and provide employee orientation. 

· Coach and provide career development advice to staff. 

· Responsible for staff scheduling to include: work assignments/rotations, employee training, employee vacations, employee breaks, overtime assignment, back-up for absent employees, and shift rotations. 

· Complete human resource paperwork. 

· Responsibility for the overall work performance of a company. 

· Management of office environment. 

· Gathering, adapting, storing and distributing information within the company

· Using information systems. 

· Providing specialised support to other departments and managers. 

· Providing document and telecommunication management. 

· Planning, organising, providing leadership and controlling all administrative functions. 

· Managing quality and cost control Management

· Rendering a service to other functions within the organisation. 

· Meeting with other members of management and planning for the future.

Business Development Manager 
Right Source Company 
· Manage the operational and fiscal activities of the department to include: staffing levels, budgets, and financial goals. 

· Plan and develop systems and procedures to improve the operating quality and efficiency of the department. 

· Analyze and document business processes and problems. Develop solutions to enhance efficiencies. 

· Coordinate and implement solutions from process analysis and general department projects. 

· Direct staff to develop, analyse, and preparation of reports. 

· Establish employee goals and conduct employee performance reviews. 

· Assist staff to resolve complex or out of policy operation problems. 

· Coordinate with Human Resources for appropriate staffing levels. 

· Schedule and conduct department meetings. 

· Responsible to meet department productivity and quality goals. 

· Communicate with Supervisors, Managers, and Chairman on Department operations. 

· Other duties as assigned.

Lubricant Analyst

Shell Pakistan Limited 
Conduct survey on “Lubricant Sale in Power and Sugar Segment of Pakistan” 

ß Conduct Survey for High Street on “Shell Lubes Market Demand”

Both the above surveys were very much result oriented and was highly appreciated by the 

Management.

Brand Officer 
Shell Pakistan Limited 
· Product Performance Survey and Analysis

· Manage the creation and coordination of graphic elements including packaging, sales materials 

and in-store POS.

· Design, arrange and stock keeping of Business Gifts 

· Manage special initiatives such as test markets and implement new SKU launch plans with 

oversight from brand leader. 

· Collaborate with brand manager/director on developing the annual brand plan.

· Supervision of Brand Store Inventory and Auditing

· Supervise issuance of business gifts to staff from Gift Shop and settlement of its income.

· Regularly seeks field input on program evaluation, market conditions and ideas for improving 

promotion ideas, and new product development.

· Develop and action consumer promotions and sampling activities.

Supply Chain Planning and Procurement Executive 
Shell Pakistan Limited

· Forecasting, Planning, Procurement and Import of local and imported base oils and additives on the demand from Production & Sales Departments

· Inventory and Storage Management as per assigned working capital, days cover and storage capacities

· Receipt of contamination free product in due quantities and quality. Also monitor loss and gain of products at receipt end

· Ensure that all products transportation should comply Safety Standards

· Finance Controlling

· Provide day to day support (both proactive and reactive) to Sales Managers and LOBP Managers on any of the issues already referred to, as well as response to immediate/unusual situations.

· Managing the whole chain of procurement processes and ensures optimisation of resources balanced against timely delivery of goods and services.

· Monitoring and reviewing performance of suppliers to ensure compliance and conformance to strategies.

· Developing an extensive network of suppliers regionally & globally that exemplify professionalism in Procurement.

· Managing procurement approvals.

· Providing lubricants component selection that seeks to balance cost with specification.

· Optimizing product costs by challenging marketing and sales plans. Working closely with suppliers and refineries to ensure a professional customer supplier relationship and to optimise supplies through use of techniques such as using Vendor Managed Inventory
· To ensure all import/export documentation & insurance is completed according to local requirement and group policy
· Monitor the product portfolio and provide support to the Supply Chain Manager to initiate product deletion.

· Keep abreast of the latest industry supply situation and pricing.

· To coordinate local Contract & Procurement personnel for contract implementation.


Packaging Officer
Shell Pakistan Limited
Simultaneously I have worked in Packaging Department for few months and have 
the experience to handle packaging also. 

· To actively promote and engage in HSSE & RTHSE activities as defined by Group policy and to act as HSSE focal point for the Inbound Materials.
· Ensure that the quality of all Packaging items conform to standards as lay down by the LQS (AQL). This is done by performing quality checks at supplier during visits.

· Perform statistical analysis on quality checks during assessment of consignments.

· Authorised to reject the consignment if consignment does not conform to the laid down specs

· Assess vendors and rate performance via a Vendor Rating System. This is conducted at the Plant and through weekly visits to the major suppliers.

· Issue weekly/monthly/quarterly supply schedules (as required) to the suppliers/ manufacturers according to the agreed time table, in consultation with the Inbound Materials Manager and the Out bound Logistics Manager 

· Develop and maintain a planning cycle for receipt of all local and imported packaging material and maintain optimum inventory in line with the packaging related KPIs.
· Monitor all deliveries to ensure that all suppliers comply with delivery schedules and maintain records. 

· Closely monitor stocks of all packaging items

· Arrange for regular disposal / replacement of packaging items not fit for filling 

· Monitor and control on line packaging rejections at the plant in line with the acceptable limits and maximise cost reduction.

· Generate ideas/initiatives to reduce packaging cost and implement in consultation with Inbound Materials Manager

Internal Auditor 
Shell Pakistan Limited
· Simultaneously I was trained, certified and given the task to audit different departments

· Worked  with management to ensure a system is in place which ensure that all major risks are identified and analysed, on an bi-annual basis

· To provide both management and the audit committee with an opinion on the internal controls in the company 

· To raise NCRs and their preventive actions as per company’s procedures & policies and ISO standards

Health, Safety, Security & Environment Officer
Shell Pakistan Limited

· Maintain “Zero fatality”  during work at plant and transportation 

· RT HSE safety standard of additives and base oils vehicles
· Assigning and supervision of HSSE tasks of staff

· Active member of Evacuation Drills & Emergency Response System

· Arrange Defensive Driving Course for staff

· Coordinate for :

· Tripod Accident Analysis

· HSE Management System preparation and application
· Installation of latest Security Systems 

· Access Controlling   

· Clean Desk Policy  

· Hazards, Effect & Management Process (H.E.M.P) 

· HSE Manual and Incident Reporting 

· Plant safety & Maintenance

· Compliance of HSSE policies at office & Plants

· Potential Incident Concept

· In-house HSSE training
· Carried in-house HSSE audits

· Incident Reporting Culture  

· Carried out HSE Campaigns

HR Officer  

Siemens Pakistan Engineering Co. 

· Working closely with departments, increasingly in a consultancy role, assisting line managers to understand and implement policies and procedures; 

· Promoting equality and diversity as part of the culture of the organisation; 

· Liaising with a wide range of organisations involved in areas such as race relations, disability, gender, age, religion and health and safety.

· Recruiting staff: this includes developing job descriptions, preparing advertisements, checking application forms, short listing, interviewing and selecting candidates; 

· Developing policies on issues such as working conditions, performance management, equal opportunities, disciplinary procedures and absence management; 

· Advising on pay and other remuneration issues, including promotion and benefits 

· Undertaking regular salary reviews; 

· Negotiating with staff and their representatives on issues relating to pay and conditions; 
· Administering payroll and maintaining records relating to staff; 

· Interpreting and advising on employment legislation; 

· Listening to grievances and implementing disciplinary procedures; 

· Developing, with line managers, HR planning strategies, which consider immediate and long-term staff requirements in terms of numbers and skill levels; 

· Planning and sometimes delivering training, including inductions for new staff; 

· Analysing training needs in conjunction with departmental managers.
Certification / courses 

· Graduate from Karachi, University, Pakistan 

· Annual Marketing Plans


Shell Malaysia 2001

· Safety and Env. Management


Shell Dubai 2002

· marine safety and spillage 


Shell Malaysia 2002

· forecasting and inv. cont of raw materials     

Shell Dubai 2004

· Base Oil  demand planning and forecasting 

Shell Dubai 2006

· Outstanding Performance Certificate in 
ISO 9000 – 2001 Quality Management System

Shell Pakistan Limited


· URS Training for ISO 9001 – 2000


U R S

· Materials Management


Pakistan Inst. of  Mngt

· First Aid to the Injured


The St. John Amb Asso.

· Orientation Training in Banking for Women

Muslim Commercial Bank

· Communication Skills


Shell Pakistan Limited 

· Time Management Skills


Shell Pakistan Limited

· Product working 



Shell Pakistan Limited

· Team Working



Shell Pakistan Limited

· Business Planning  Workshop


Shell Pakistan Limited

· Problem Solving and Decision Making Skills

Netsoft Systems

· Maintenance Management


Netsoft Systems

· Purposeful Personalities


Inst of Training and Conslt.

· Advance Internal Auditing ISO 9001 – 2000

U R S

· Defensive Driving


Consult & Train

· Advance Excel



ABC Computers

· International Trade Finance


Shell Pakistan Limited

Client Portfolio includes: 
	· Engineering / Manufacturing & Production
	Siemens Pakistan Engineering

	· Oil & Gas
	Shell Pakistan Limited

	· Overseas Employment
	Al-Karim Overseas Employment Services

	· Hospitality
	Palm Group of Companies

	· Constructions & Services
	Raja Group of Companies


Course conducted
	· Hearts & Mind 
	Shell Pakistan Limited

	· Supply Chain Fundamentals
· Project Management  
	Freelance
Freelance 

	· Freelance Trainer
	


Skill summary

· Leadership and People Management

Attract, retain, motivate, coach and develop team members for high performance

· Communication Skills

Communicate, present, assert, speak senior management language

· Collaboration Skills

Influence, build relationships, navigate politics, manage conflicts, negotiate

· Business Management Skills

Understand strategy, business functions, decision-making and workflow

· Finance Skills

Budget, forecast, manage cash flow, understand financial statements, manage business metrics

· Project Management Skills

Plan and manage successful projects, manage risks, costs, time and project teams

IT competencies

MS-Words, Excel, PPt, JDE, 
Professional association

· Community of Supply Chain Professionals
· Females Leaders in Supply Chain

· Supply Chain Management Group

	Date of Birth
	30th April 1970

	
	

	Marital status
	Single Parent 


References can be given on request. 
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