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Professional Summary

An extrovert individual with knowledge of a geek and passion of a fanatic. Having accumulated experience of 3 years in all the facets and functions of HR with core expertise in Recruitment.
OBJECTIVE
To obtain a position that allows me to better utilize my skills and expertise in HRand move ahead in my professional career.I desire growth based on performance, accomplishments and achievements.
EXPERIENCE

TUV Austria BIC (Pvt.) Limited




Jan 2014 to May 2015
HR Executive







TÜV AUSTRIA is an international corporation providing Certification and Inspection facilities with branch offices and representations in over 20 countries worldwide. 
Job Responsibilities:

· Manage all the recruitment activities: Jobs posting, collect CVs, short listing of CVs, make calls for interviews, record Database form, conducting initial interviews, prepare comparison of short listed candidates, arrange interviews, conducting EQ, IQ and other assessments,conduct final group interview , finalize compensation plan with candidates.
· Manage post - recruitment activities, i.e. prepare offer letter, joining report, collect academic and other required documents, prepare and coordinate orientation program, execute registration with different institutions like, Insurance, bank account, employee card, enrolment in attendance management system etc.

· Attending Job Fairs and Seminars of various big 
universities to update Candidate pool and maintaining healthy relationship with relevant placement offices.

· Assisting Line Manager in Process Automation and beta testing of all HR Processes uploaded in HR Module for our custom made ERP which is in third phase of development and will roll out completely by the end of second quarter this year.

· Assisted LM in all phases of automation and beta testing of our custom made Annual Performance Appraisal System (APAS).

· Assisting Line Manager in performing complete performance management system activities of all staff i.e Objectives setting, Mid-year reviews, annual performance appraisal, performance GAP analysis and performance improvement plans.

· Assisted Line Manager in carrying out 360 Degree Performance Evaluation of all permanent staff.

· Reviewing company policies and playing key role in implementing them across the organization.
· Preparation of Annual Training Calendar from the findings arising from Performance Reviews and Performance Improvement plan at the end of each year and modification of the calendar as per needs and demands from line managers. Coordinating with the relevant institutions for the timely enrollment and successful attending of trainings courses, workshops and conferences.
· Making all the necessary arrangements for Employees’ Health Insurance registration, processing of medical claims and liaison with relevant personnel for smooth operation of Insurance facility.
· Handling all Employees' Old Age Benefits Institution (EOBI) related issues and updating the EOBI Dashboard by adding and deleting employees online and arranging for their EOBI Cards.
· Looking after Employee's Social Security Institution (ESSI) related updating and maintenance of employees’ record and liaison with the relevant authorities.

· Counseling services to middle level employees.

· Grievances handling of middle level employees

· Carrying outemployees’ exit management, Exit Interviews, Clearance / Full & Final Settlements.

· To conduct employees exit interviews and develop analysis of feedback.
· Issuance of all sorts of employment related letters
· Maintaining employee’s personal records (Attendance, Personnel files, leaves records etc etc.)
Also performing other HR operational duties involving writing show cause and warning emails, sending HR Memos, Issuing different forms, developing JDs, maintaining HR related data and other relevant miscellaneous tasks.
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   AAJ Technologies/ eWorx International 

        Jun 2013 to Dec 2013
   HR Executive

Headquartered in Ft. Lauderdale, FL., AAJ Technologies has longstanding partnerships with Microsoft, IBM, Xamarin and other industry leaders. AAJ Technologies is your one stop full-service systems integrator.
Job Responsibilities:

· Managed all recruitment and selection activities i.e. posting jobs on various portals, collect CVs, short listing of CVs andscheduling interviews for national and international vacancies
· Carried out Joining & Leaving formalities

· Deployed HRMS/ HRIS and developed complete database of employees

· Assisted manager in conducting Annual Performance Appraisals

· Employees’Personnel Files Maintenance
· Coordination of trainings
Also performing other HR compliance duties i.e.Arrangements for various Employees’ engagement and recreational activities, Developing JD’s, Maintaining attendance and Leave recordsetc etc.

Greenwich Bell Resource








May 2012 to Jun 2013
We are one of the UK’s top research led organization providing a results based and value-added service to deliver the right TALENT to our clients.

Recruitment Officer




Dec 2012 to Jun 2013

Promoted to Recruitment Officer and following additional activities were assigned along with previous role of Account Resourcer:

Job Responsibilities:
· Internal recruitment and selection activities

· Preliminary Screening of candidates
· Maintaining Employee records

· Attending job fairs
Account Resourcer









May 2012 to Dec 2012

Industry Sectors

· IT
· Telecom
· Oil & Gas
· Construction
· Engineering
Clients Portfolio

Eurosearch and Selection
UK

Aldelia Ltd


UK/MENA

Webrecruit


UK

Gemini Search


UK
Job Responsibilities
· Proactively searching for candidates via Job-boards (Monster, Jobsite, Reed, Totaljobs, Rozee etc.), In-house database, candidate referrals and Social-media tools (LinkedIn, Facebook, Twitter etc.).

· Constructing Boolean search strings to execute searches on Job-boards, focusing on passive searches in case of any scarce skills.

· Prescreen candidates with details phone screens, evaluating candidate’s compatibility with specific job requirements, ensuring a right fit prior to submission to client.

· Constant liaison with clients to discuss issues as well as for taking feedback
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Askari Bank






      (8 weeks)

Internship

· Studied personnel behavior in ASKARI COMMERCIAL BANK LIMITED SHAD BAGH BRANCH

· Submitted a Feedback Report on Employees Behavior

	​​​​​​
EDUCATION


	
	

	MBA (HR)
	Preston University,

Lahore, Pakistan.

www.preston.edu.pk
	2012              CGPA 3.60



	B.Com(IT)
	The University of Punjab (PU)

Lahore, Pakistan.

www.pu.edu.pk
	2009              1st Division




TRAININGS AND CERTIFICATIONS

· Training Workshop on LABOR LAWS
ACHIEVEMENTS AND DISTINCTIONS

· Recognition on contribution made in setting TUV Austria BIC Vision & Mission Statements
· Successful renewal of Employees’ Health Policy for the year 2015

· Award on achieving 2nd position in Bachelors in College
· 8 Bands in IELTS

PROJECTS ACCOMPLISHED

· Human Resource Project:   HR practices in PC Hotel Lahore

· Strategic Management: Business Strategy of HAIER International 

PROFESSIONAL SKILLS AND PROFICIENCIES

· ERP 

· Adobe Forms Central

· Microsoft VISIO, WORD, EXCEL, OUTLOOK, POWERPOINT and INPAGE
· Sound knowledge of UAE Labor Laws
· Excellent verbal and written business communication skills

	PERSONAL DETAILS
	

	DOB
	30 April, 1989

	Nationality
	Pakistan

	Religion
	Islam

	Marital Status
	Single


