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237829@gulfjobseekers.com 
PERSONAL SUMMARY



	An accomplished professional with around 10 years of successful experience in Human Resources (HR), Administration and Customer Services, across Construction and Banking industries. Hands-on experience at Recruitment, Employee Relations, Compensation & Benefits, Performance Management and HR Administration, in addition to these, contributing towards implementation and improvements of policies and process, in line with the organizational culture and goal. Similarly having an impressive track record in ensuring deliverables on time, within budget and at optimal performance levels, while being adept in identifying the risks and planning mitigation strategies. Strong understanding of enterprise architecture and best practices and standards in corporate sector.
CORE COMPETENCIES


	

	· Thorough knowledge of UAE Labour Laws
· Conflict Resolution and Employee Relations
· Performance driven, Flexible & good Team Player
· Strong Interpersonal communication & Presentation 
skills


	· Strong work ethics

· Ability to work under pressure 
· Change management & quick learning skills
· Risk identification and management
· Payrolls 


Advanced user of MS Office (Excel, Word, and PowerPoint)

	ACHIEVEMENTS – HR & Admin


· Achived approximately 3 Million saving by evaluating labor camp cost. 

· Achived 1.5 Million saving by reviewing the current health insurance policy.
· Designed and conducted the induction program for new employees 

· Reduced the Mobilization period of Candidates hired from recruitment Companies from 3 Months to 1 Month
	

	

	

	QUALIFICATION

	Masters in Business Administration (MBA)               2011
Human Resources Management - HRM                                                                                                                                                  

Dadabhoy Institute of Higher Education (DIHE)

Karachi, Pakistan

	Bachelors of Commerce (B.Com.)                  2005
Commerce & Accountancy                                                                                                                                                  

University of Karachi

Karachi, Pakistan


	CAREER HISTORY

	Human Resources & Administration Executive
Delma Emirates Group, Abu Dhabi, UAE                                                                                       April 2011 - 2015            

	Delma Emirates Group is a 40 years old dynamic and rapidly progressive business group of 12 companies, with a turnover of more than AED 3.6 Billion in multi-disciplinary infrastructure construction and associated activities as its core interest, supplemented by rapidly growing interests in trading, investment, manufacturing and technology. The current staff strength of the group is 7,500employees from 30 nationalities.
· Plan, design and organize the process of employee joining, induction and training, ensuring that all activities are completed efficiently and effectively.

· Manage recruitment activities, including but not limited to: advertising, short listing and interviewing candidates.

· Plan and organize the process of employee leaving, ensuring the final settlements are completed efficiently and effectively.

· Accurately respond to queries from line managers and staff with regards to local employment regulations, policies and procedures as per the UAE Labour Laws.
· Manage and maintain the employee database for timekeeping, attendance and leaves data. 
· Compensation and benefits management of staff, processing payroll and reimbursements/claims and Health Insurance.
· Resolution of employee-employee and employee-management grievances and conflicts with complete transparency and keeping in view the best practices as well as Labour law.

· Manage and control the safe keeping and movement of staff personal files ensuring that all important information of staff are recorded and retrieved only by authorized personnel.

· Ensure that team members understand HR policies by effectively communicating and conducting periodic training on policies and procedures.

· Provide comprehensive support to Line Manager in relation to Payrolls and recruitment administration and visa and security processing, ensuring such activities are conducted in a professional, timely and appropriate manner in accordance with local government processes.

· Develop and manage processes to provide all employees identification requirements (ID, medical health cards) in an efficient and timely manner.

· Under the guidance of Group HR - Associated Companies, administer the Performance Management Review process in accordance with company policy and standards.

· Management of Staff accommodations (Labour Camps), ensuring proper administration of security, safety, cleanliness and discipline. 

· Assist and advise Line Managers in areas of investigations of incidents, disciplinary actions of staff in accordance with local law.

· Liaise with Govt. Departments, Municipality, Ministry of Labour etc. as well as with external companies for staff accommodation, pest control, cleaning services, security etc.
· Perform other responsibilities/duties as and when required by the management.


	Other Job Experiences
Verification Officer – Centralized Operation Processing Centre
Habib Bank Limited (HBL), Karachi, Pakistan                                                                  October 2006 – March 2011


HBL was the first commercial bank to be established in Pakistan and currently the largest private sector bank with over 1,600 branches and 1,700 ATMs globally and a customer base exceeding eight million relationships.
	Monitor & verifications of CNIC referred from the branch through Annexure ‘A’. Maintain and approve customer’s additional information In Mysis System. Follow-up with the branches regarding the customer information missing or not yet updated in the system. Also monitor the daily MIS and Verisys software.
Assortment Officer – Collection & Fraud Department
United Bank Limited (UBL), Karachi, Pakistan                                                   November 2005 – September 2006
United Bank Limited is one of the largest commercial banks in Pakistan having more than 1,320 online branches inside the country. Its 15 branches outside the country are in the United States of America, Qatar, UAE, Bahrain, and Republic of Yemen.

Distribute equal amount and account to Preemptive team. Monitor and maintain daily target and activities report of the team and individuals, mainly monitoring the activities of field officers assigned to a certain area, number of calls made to customers, resolution of customer complaints and pending issues as well as investigate delinquent accounts and update the details in the system accordingly. Also responsible for training the newly hired collection officers about products, systems and how to deal with delinquent accounts/customers.
Pharmist cum HR Coordinator
Hamarah Medical Center.                                                                                     May2003 – August 2005

· Read the Prescription and provide the Medicine to patients 

· Making checklist for medicine 

· Accurately respond to queries from line managers and staff

· Manage and control the safe keeping and movement of staff personal files ensuring that all important information of staff are recorded and retrieved only by authorized personnel.
Counter Supervisor – International Desk
Polani Travels (Pvt) Ltd, Karachi, Pakistan                                                          June 1998 – March 2002
Polani Travels (Pvt) Ltd is one of the largest Travel Agency in Pakistan having having branches in every big city of Pakistan. Its 2 branches outside the country are in the United States of America, and United Kingdom. Two time best Travel Agency Award taken from EmiratesAir, Thaiairways, United Air,EVA, Gulfair, Saudiaairways and PIA International Airline of Pakistan. 
Working on Galilio, Amadeus,WorldSpan for issing ticketing for inbond or outbond mean SITI or SOTO making invoice after issuing ticket and submitted to Accounts department 



	CERTIFICATE DETAILS

	
	

	1. Overview of SAP

2. AMEDUES Reservation

3. Ticketing Basic and Advance Course


	

	PERSONAL DETAILS

	Nationality                 Pakistani
	Visa Status           UAE Employment Visa

	Marital Status           Single
	Driving License    Valid UAE Light Vehicle

	Date of Birth              20th November 1980
	Languages            English & Urdu
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