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	Target Job:
	HR  Generalist

	Career Objectives:
	Looking for a growth oriented career within an organization where my ability, education and potential can be utilized for achievement of both company and personal goals.

	Career Summary:
	Meticulous and result-oriented professional offering 8 years of diverse working experience in all functions of Human Resources Practices at UAE. Having hand on experience in Compensation & Benefits, Training & Development, Performance Management, Employee Relations& Recruitment.   

	Attributes:
	Adaptability, Commitment, Team Player, Foresight, Evaluation & Creativity in Problem Solving & Value added Marketing.

	Academic Career

	MBA
	Virtual University of Pakistan
	2014

	BA
	University of the Punjab- Pakistan
	2000

	CHRMP (ACI-USA)
	Blue Ocean Academy -Dubai
	2014

	Employment History at United Arab Emirates

	1
	Civil Power General Contracting LLC Abu Dhabi

HR Generalist.
	September 2011 to Feb 2015

	Responsibilities:
· Assisting in Development/Review of Job Descriptions for current and new positions in collaboration with direct supervisor/Line Managers as per Manpower Plans.

· Follow strategies to source, Attract and Recruit qualified personnel in a timely manner to ensure the Company is suitably manned to attain Business Objectives.
· Preparation in various HR related initiatives (e.g. Training and Development; Performance Management; Compensation Management etc.) to ensure timely delivery and compliance within established guidelines and standards.  Ensure accuracy and integrity of HR information. 
· Maintain an up-to-date Employee Handbook thereby ensuring updates are prepared and distributed timely for internal stakeholder usage. 
· Assisting and facilitating in developing Training and Development requirements that meet the needs of both the company and the individual employee. Facilitate and report on attendance & ensuring it is in alignment with development plans detailed through the Performance Management System at the same time capturing accurate training information in HRIS/ HRMS. 
· Participate in the on-going development and implementation of Employee Relations Framework aimed at strengthening employment relationships acting as first point of contact for the facilitation of problem resolution and in areas of employee relations (e.g. Communications; Disciplinary Procedures/ Grievances; etc.).
· Management of Leave, Final Settlement (End of Service Benefits) in result of employee and making arrangement of departure of employees to their native country.
· Conduct Exit Interviews to ascertain reasons for leaving at the same time tracking any trends that develop bringing unfavorable trends or areas of potential concern to the attention of Management recognizing the need for providing appropriate solutions to rectify the same.
· Manage Staff & labour Accommodations according to Manpower requirements including the processing and review of all admin related contracts ensuring accommodation standards meets all Company and Municipal Health, Safety and Environmental directives.
· Ensure compliance with UAE Labour Laws to protect the best interests of both the Company and its Workforce. 
· Research and review the current Compensation and Grading Systems ensuring the Organization is correctly positioned to attract, reward, recognize and retain workforce to assess the competitiveness of salary packages, and subsequently forward report to management to revise the Salary Budgets and refine Benefits Programs aimed at reducing Turnover and Retaining Workforce.

	2
	Al Ghafly General Contracting WLL Abu Dhabi

Hr. Coordinator
	September 2007 to 
June 2010

	Responsibilities:
· Manages the day-to-day operations of the Corporate HR.

· Working closely with HRM to support entire recruitment process from pre recruitment to post recruit and early screening of applications to exit interview.
· Orientation and induction of new employees.

· Collate input all the information related to the Payroll in HR ERP system (i.e. new starter, leaver, salary information, personal information).

· Management of Leave, Final Settlement (End of Service Benefits) in result of employee resign and termination and making arrangement of departure of employees to their native country.
· Provide support to employees on HR issues in order to ensure high standards in HR practice are achieved and maintained. Communicate any changes in the policy document to all employees. Manage, execute & control HR administration activities and benefits/welfare administration that is in line with applicable policy and labour laws
· Facilitate smooth transition of employees exiting the organization by coordinating with the relevant departments in ensuring payment of EOS settlement dues and cancellation of visas within appropriate time frame. 

· Implement and ensure consistency & equity in approach to the use of the HRIS so that the processes are conducted in an efficient and effective manner. 

· Coordinate with the Accounts dept. to process payroll for the Group office employees. Develop and maintain staff information database & assist management in decision making in the HR area.

· Issue staff documentation and letters as requested.HR Reports: Generate regular and special reports for the line manager that summarize and forecast activities and escalate critical issues to provide effective recommendations in meeting the key challenges.
· Maintains insurance list up to date and advises Personnel Administrator for enrollments and deletions. 
· Overseeing process new hires (visa, residency permits and legal document of foreign Manpower, medical test and employee file). 

	3
	Chart General Contracting LLC Abu Dhabi
-UAE

HR Assistant
	February 2006 to

August 2007

	Responsibilities:
· Preparing service files of employee and keeping the record of information manually and electronically.

· Orientation and induction of new employees.

· Providing administration support i.e. Accommodation, Transportation, Medical.

· Collate input all the information related to the Payroll in Excel Sheet. (I.e. New starter, leaver, salary information, personal information).

· Preparation of Payroll for labors.

· Monitoring the Leave/Resigns/Termination of employees.

· Interdepartmental liaison – coordinating with Accounts regarding Final Settlement of employees (in case of Resigns/Terminations).

· Preparing the final settlement of labors.

· Handling the matter related to shuffling of Manpower from one project to another as directed by the Management.

· Drafting offer letters, Salary Certificates, experience certificates.

· Administering the Labor Camps.

· Contact with Clients like Health Insurance Companies.

· Processed correspondence using MS Office

	Employment History at Pakistan

	1
	Service Industries Pvt. Ltd. 

Clerk
	February 2002 to December 2004

	Responsibilities:
· Preparing the service files of the workers. 

· Handling the matters of transfer of the workers from one department to the other. 

· Handling the matters related to the social security. 

· Recording the casual leave/annual leave, resigns and terminations of worker.

· Keeping the workers updates about the social security schemes like housing, retirement planes.

· Display the information about the vacancy arising within the company so that the particular vacancy to be filled from the available talent within the organization.

	2
	Buildgore Engineers Pvt. Ltd.

Secretary
	December 2004 to January 2006

	Responsibilities:
· Preparation of the documents of the Company pertaining to the contracts to different companies. 

· Arranging the meetings with the foreign delegations.

· Arranging Gate Pass to Outgoing Materials

	Language Known:

	English (Fluent), Arabic (Working Level) & Urdu (Native), Hindi (Speaking) & Punjabi (Speaking)

	Personal Information:

	
	

	Visa Status
	Residence

	
	

	Nationality
	Pakistani

	Notice Period
	Immediately 
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