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Qualifications:
Master in Business Administration (HRM) ----- University of the Punjab (IBA)
Lahore
Master of Arts (M.A) ECONOMICS, University of the Punjab Lahore, Pakistan
Additional Qualifications
MS Office for Windows
Internet
MS Project
Professional Skills:
1. Planning 
2. Management 
3. Communication 
4. Imparting of Training 
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Training Attended
1. 3 days Training on Team work by Saudi German Hospital Dubai 
2. 3 days Training on Performance Management and Reporting Framework by “Punjab Municipal Development ” 
3. One month Training on CBR for the Planning, Monitoring and implementation of Programme in Earthquake effected areas by the collaboration of Earthquake Rehabilitation Authority and Handicap International. 
4. One  week  Training  for  Monitoring,  Planning  and  implementation  of  Programme  by 
“National Commission for Human Development” 
5. 3 days Training on Quality of Education by National Commission for Human Development 
6. 2 days Training on Drop out Prevention of children at Primary School level by “National Commission for Human Development” 
7. One  week  Training  on  Social  Mobilization  by  “National  Commission  for  Human 
Development 
8. One day Training on motivational Skills and Team Building by “National Commission for 
Human Development 
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Working Experience
1.
Organization:
Saudi German Hospital Dubai
Designation:
CEO Assistant/Coordinator for Human Resource Management
Duration:
15th June, 2013 to date
Station:
Dubai-UAE
Responsibilities:
· Develop alignments between Organizational Goals and  HR Department Goals 
· Coordinate with HR Department  in final Recruitment Process 
· Compilation of Qualitative & Quantitative monthly Performance Managements Reports as well coordinate with HR Department for annual Appraisal of Employees 
· Manage  Employees Leave at third/final Level (CEO office) 
· Coordination with HR Department and Finance Depart for Manpower Budgeting and Planning 
· Monitoring and Evaluation of Training programs for the employees 
· Coordinate and plan the meetings of CEO with external and internal stakeholders 
· Compilation of Qualitative & Quantitative monthly managements reports 
· Follow up to ensure the accomplishment of tasks assigned to line managers of organization 
· Do Business study of corporate projects and preparation of feasibility report of corporate projects 
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2.
Organization:
RAHNUMA-Family Planning Association of Pakistan
Project:
AIMS-RAF
Designation:
Deputy Manager Human Resource Development
Duration:
16th April, 2012 to 10th June 2013
Station:
Lahore
Responsibilities:
· Worked closely with departments, assisted line managers to understand and implement the HR policies and procedures. 
· Promoted equality and diversity as part of the culture of the organization. 
· Recruited staff including the development job descriptions, the preparation of advertisements, the audit of application forms, short listing, interviewing and selecting 
candidates. 
· Developed policies on issues such as working conditions, performance management, equal opportunities, disciplinary procedures and absence management. 
· Administrated payroll and maintained records relating to staff. 
· Developed, with line managers, HR planning strategies, which consider immediate and long-term staff requirements in terms of numbers and skill levels. 
· Planned and delivered series of training programs, including inductions for new staff. 
3.
Organization:
Punjab Municipal Development Fund Company
Project:
Punjab Municipal Services Improvement Project
Designation:
Human Resource Officer
Duration:
30th December, 2010 April 15, 2012 (1years & 3.5 months)
Station:
Lahore
Responsibilities
· Drafted HR policies and procedures. 
· Recruited and staffed the good candidates to match with vacancies. 
· Ensured organization development. 
· Conducted an orientation program for new hires. 
· Developed and trained staff members. 
· Identified staff vacancies and interviewed applicants for jobs. 
· Selected applicants for promotions, job rotation and/or transfer. 
· Planned organized, directed and coordinated employee training. 
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· Implementation of Performance Management System 
· Ensured that employees’ safety, benefits and welfare were secured. 
4.
Organization:
Punjab Rural Support Program
Project:
Crop Maximization Project-II
Designation:
Human Resource Officer
Duration:
2nd July 2009 to 29th December, 2010 (1 year & 6 months)
Station:
Lahore
Responsibilities:
· Provide support to supervisors and staff to develop the skills and capabilities of staff 
· Monitor staff performance and attendance activities. 
· Coordinate staff recruitment and selection process in order to ensure a timely organized and comprehensive procedure is used to hire staff. 
· Provide information and assistance to staff, supervisors and Council on human resource and work related issues. 
· Develop and implement a human resources plan and personnel management policies and procedures 
5.
Organization:
Earthquake Rehabilitation and Reconstruction Authority
Project:
Community Based Rehabilitation
Designation:
Education Officer
Duration:
19th March 2008 to 16th January 2009 (10 months)
Station:
Muzaffarabad (AJK)
Responsibilities:
· Complete Planning of Project activities to ensure Inclusive Education for all the 5 to 14 years old children with disabilities and non formal education for illiterate Persons 
with disability at district level 
· To conduct training need assessment of community rehab workers for effective implementation of project 
· To plan and impart trainings of Community Rehab workers on various segments of project 
· To implement the District Implementation Plan effectively and timely 
· To monitor the planned activities of the project conducted by Community Rehab Workers in field to achieve the goals of CBR 
· Monitor the process of mainstreaming of children with disabilities in formal education 
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· Liaise with the District Education Department at appropriate level and provision of technical support in achieving the objectives of CBR 
· Sort out and resolve program implementation issues 
 To coordinate and monitor the activities of other partner organizations to ensure the mainstreaming of children and persons with disabilities
· Desk Monitoring ,Preparation and analysis of District Monthly Progress Report and forward to Provincial Program Manager and Project Coordinator 
· Capacity Building of Administrative and teaching staff of District Education Department 
· Liaison with MIS Project wing representative in developing data base of Projects 
6.
Organization:
National Commission for Human Development
Designation:
Assistant District Program Manager (ORS)
Duration:
2nd March 2006 to 18th March 2008 (2 years)
Station:
Gujrat
Responsibilities:
· To develop Detailed Implementation Plan of Programme for district level 
· To provide strategic oversight to the district programme 
· To implement the District Implementation Plan effectively and timely 
· Monitoring of all activities of Programme like Training of Trainers and Training of mothers conducted by Villages Trainers 
· Desk Monitoring of Project interventions 
· Preparation and analysis of District Monthly Progress Reports (Qualitative & Quantitative) and forward to Provincial Coordinator and National Coordinator 
· Conduct end term evaluation of the programme at the end of each round to identify gaps to be covered in next round of Programme implementation 
· Conduct Impact Study after the complete execution of the Programme 
· To develop the strong coordination with the District Health Department at appropriate level and provision of technical support in achieving the objectives of 
National  ORS Campaign 
· Sort out and resolve program implementation issues 
· To Run advocacy of the Project at district level to sensitize the issue 
· Selection and recruitment of  Training of Master Trainers 
· Review and plan  all financial and budgeting issues 
· Plan to ensure Cummunity Participation in NCHD Programmes 
· Training of Volunteers 
 Develop strong Liaison with MIS Section to maintain / update Project implementation data electronically
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7.
Organization:
National Commission for Human Development
Designation:
Markaz Coordinator
Duration:
1st October 2004 to 31st January 2006 (1 year & 4 months)
Station:
Gujrat
Responsibilities:
· Community Mobilization for UPE objectives 
· Identification and Training of Volunteers for effective implementation of Programs 
· Monitor and supervise the all UPE indicators to ensure the 100% enrollment of all 5-7 years old children 
· To monitor and supervise all strategic activities to prevent the Drop Out of children in primary schools 
· To ensure the provision of quality education 
· Carry out the student assessment in collaboration with the Education Department 
· To build the capacity of the teachers for effective teaching through demonstration and hand holding 
· To facilitate the teachers in Parent Teacher Meeting 
· To facilitate the teachers in the meeting of School Management Committee 
· To monitors the meeting of School Management Committee 
· To facilitate the teachers in reporting on indicators of Universal Primary Education (UPE) 
· To establish the tuck shops in the schools and monitor its functions in order to achieve UPE objectives 
· Ensure the monitoring of all UPE indicators through Education Department officers 
· To develop strong Liaison with NCHD MIS section in developing data base of the Projects 
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8.
Department:
Literacy Department
Designation:
Community Mobilizer
Duration:
November 2003 to September 2004 (10 months)
Station:
District Literacy Department Gujrat
Responsibilities:
· Community Mobilization 
· Planning for the establishment of Adult literacy  and NFBE centers 
· Monitoring and Evaluation of Literacy Centers 
· Training of teachers 
· Coordination with local NGOs 
9.
Department:
Education
Designation:
Lecturer in Economics
(Micro Economics, Macro Economics, Developmental
Economics and international Trade to the students of B.Com, I.com and
FSC)
Duration:
Oct 2001 to Oct 2003
Institution:
Gujrat College of Commerce
References
Experiences can be furnished on demand.
