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	Over 15 yearsexperienced Business Operations Manager with a particular strength in driving performance, reducing inefficiencies and cutting costs. Eager to deliver excellence in an environment of change, challenge, multiple deadlines and priorities and right now looking for a suitable position in a company that is looking to employ individuals of the highest caliber. 

	Experience:

	

	

	
	Head of Business OperationsMinar Tel Asia (Pvt.) Limited
Islamabad, Pakistan (Subsidiary ACG LLC USA)(Telecom Company) 


	Aug 01, 2011 – 
Dec 20, 2014
	As Head of Operations, I was responsible for overseeing data entry, payroll, managing the HR function, helping and creating organizational and telecommunication site budgets in collaboration with the CEO and other team members, and undertaking other miscellaneous tasks as and when required. Responsible for making sure that all resources are managed and directed to ensure effective business operations. 


	Operations:

Legal Matters:
Policies / SOP:
HR/Admin:
Account Finance &Taxes:
Information Technology:


	· Drive initiatives in the MTA team organizationally that contribute to long-term operational excellence. 

· Manage and increase the effectiveness and efficiency of Support Services (HR, IT and Finance), through improvements to each function as well as coordination and communication between support and business functions. 

· Business Forecasting
· Project Costing and feasibility reporting
· Implement, maintain and manage an effective system of controls throughout MTA covering non-financial as well as financial controls. 

· Ensure statutory compliance with SECP/ FBR/ PTA and other related bodies

· Service Level and Master Level Agreements with telecommunication operators 

· Liaison with Govt. organization as per requirement 

· Maintain the administration, budgeting, monitoring, reporting, communication and liaison at a level acceptable to the Board. 
· Implement effective succession planning, people management, development, recruitment, and retention strategies.

· Implement and assist in the development, review and maintenance of various policies including Health and Safety, Security and Environmental. 

· Contribute to short and long-term organizational planning and strategy. 

· Develop an environment with systems and processes in place which will enable and encourage business opportunities. 
· Responsible for planning, organizing and controlling all HR and Administrative functions

· Hiring, Compensations and Retention of Employees 

· Ensure payroll and employee benefits and organizational insurance is administered in conjunction with the HR/ Finance Officer. 

· Increase the effectiveness and efficiency of Support Services through improvements to each function (HR, IT, Finance) as well as coordination and communication between functions. 

· Deliver all aspects of the HR function with respect including recruitment, training, review, personal development, performance monitoring and team building. 

· Oversee organizational insurance policies.

· Direct annual budgeting and planning process for MTA’s annual budget with CEO. 

· Develop, manage and monitor the Operations budget ensuring best value in all expenditure. 

· Present a yearly budget in conjunction with the CEO for ACG LLC USA Board approval and prudently manage resources within those budget guidelines. 

· Monthly & Quarterly reporting to ACG LLC (US based parent company)

· Accounting Policies and procedure as per IAS International Accounting Standards
· Oversee monthly and quarterly assessments and forecasts of organization’s financial performance against budget, financial and operational goals. Oversee short and long-term financial and managerial reporting. 

· Reconcile monthly activity, generating year-end reports, and fulfilling tax related requirements in conjunction with the Finance Officer.

· Review and Finalization of Annual Audit 

· Annual Audited Report submission to ACG LLC with supporting details 

· Submission of annual audited accounts as per PTA

· Internal and External Audits as per IAS International Accounting Standards
· IT policies and procedures 

· Data/equipment safety and security 

· Monitoring of all provisions been provided to the employees 


	

	
	Group Manager HR & AdministrationSouthern Group of Companies
Islamabad, Pakistan (Largest Travel Group and GSA for Saudi Airlines)

	Mar 02, 2009 –

Jun 10, 2011

Compensation Management :
HR Policies and Procedures:
Operations: 
Planning and Budgeting: 
Procurement and Logistics: 


	HR Role:



	
	· Monitoring and developing of salary bands with necessary adjustments. 

· Revision of pay scales to offer attractive compensation to employees

· Assist in developing financial and non-financial aspect of compensation. 

· Revision and tracking of procedures various benefits, entitlements to staff as per policy. 

· Developed and improved HR procedures with the changing requirement of the organization. 

· Draft new procedures for recruitment and internal referral program 

· Verify the employment offer letters and experience certificates. 

Administration Role:

· Maintaining Insurance & EOBI, Tourist Board and CLA, IATA. 

· Responsible for all DTS, IATA & Airline Licenses, renewals, leases, bank guarantees.

· Liaison with law enforcement agencies for day to day issues 

· Procurement of all Ammunition and surveillance equipment.

· Redesigned and restricted security related issues.

· Looking after all legal issues and liaison with the legal advisors on all pending issues.

· Planning, organizing, and controlling all administrative functions. 

· Budget preparation; scheduling expenditures; monitoring costs; analyzing variances.

· Renovation/ rental agreements/ shifting of all area / branch offices

· Implemented Administration policies and procedures. 

· Fleet Management and maintenance tracking record
· Involved in research for new suppliers as well as follow market trends

· Developed strategic suppliers and negotiated contract agreements 

· Approvals for procurement for the entire network


	

	
	Manager AdministrationNaseeb Online Services (Pvt.) Limited 
Lahore, Pakistan(Rozee.pk Pakistan # 1 Job Site)

	
	

	Feb 29, 2008– 
Feb 28, 2009
	· Responsible for all administration and management issues 

· Responsible for all procurement.

· Responsible for coordination, Office maintenances and security related issues
· Maintenance of offices i.e. complete overhauling, designing, underground ducting for wires, purchasing, flooring, electrical work, networks, ac, glass work, woodwork, ceiling, lighting.



	

	
	Officer Administration WorldCall Multimedia Ltd
Lahore, Pakistan                                                                                             (Telecommunication)


	Feb01, 2006 –
Feb 27, 2008
	· Efficiently managed more than 9 offices renovation and shifting. 
· Budget analysis and cost analysis of all the projects and scheduled all tasks and activities without foregoing quality to keep the budget and cost under control which was highly appreciated by the management.
· Liaisons with government organization for day to day matters.

· Assisting manager administration for over 700 employees.
· Maintenance and procurement of goods for all 11 area offices in Lahore

· Handling of all security related issues

· Supervising over 40 admin staff and their allocation in all branches

· Transport in-charge in project head office.



	

	Nov 01, 2004 –
Jan 31, 2006
	Manager HR & AdministrationTracking World (Pvt.) Ltd
Lahore, PakistanGPRS based +vehicle tracking company) 


	
	· Company Secretary for Tracking World & NATEX Maintenance Services (Pvt.) Ltd 

· Provided complete consultancy for incorporation of the company.

· Initiating, coordinating, and enforcing systems, policies, and procedures for Admin and HR.

· Develop & maintain Administration budget with management concern.

· Managing activities in HR department.

· Developed & Implemented HR Policies within the organization.

· Developed strategies for manpower utilization in well organized and economical manner 

· Implemented systems for recruitment for all cadre employees.

· Worked on performance appraisals and promotion with department heads.

· Preparing compensations in compliance with company policies and procedures.

· Responsible for calculating annual benefits and incentives as per law and company policies.


	

	Jun01, 2000 –
Oct 29, 2004
	Assistant Manager HR & AdministrationSouthern Group of Companies

Islamabad, Pakistan(Largest Travel Group and GSA for Saudi Airlines)

	
	

	
	· Assisting directors in coordinating all personnel (Employees Salary, Performance Appraisals, Job Evaluation and Confirmation, Employment Agreements, Productive Work Environment, Orientation &Training) & administrative matters at Head office & branches of Southern Travel (Pvt.) Ltd & Sonya

· Maintaining Record of DTS, IATA & Airline Licenses, renewals, leases, bank guarantees.

· Coordinating for maintaining budgets with management.



	Qualification and Certifications

	

	

	Academic Qualification

	· MBA – Marketing
· BA – Major in Economics

· ICOM – Major in Economics and Accounts
	ICBA, Lahore – Pakistan

University of Punjab – Pakistan

Lahore Board Punjab – Pakistan
	2000
1996

1991

	Information Technology:
	

	
	· 6 Months diploma in computer sciences: (NICON, Year 1999)
· System configuration and backup server restoration: (In-house, Southern Travels, Year 2004)
· Information Security and Data Integrity: (In-house, Minar Tel Asia, Year 2012)

	
	

	Training and Seminars:
	

	
	· The Super Secretory Seminar:  (TCS, Year 2004)
· Certificate of Appreciation: Renovations of 3 offices: (Southern Travels, Year 2002)

	Physical Education:
	

	
	· Certificate of Completion:  Marshall Arts Training: (Pakistan Karate Training, Year 1996)
· Certificate of Participation: (WorldCall Telecom in the Year 2006)
· Certificate of Appreciation: Fund Raining for Earth Quake. (Southern Travels, Year 2005)


