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Detail-oriented professional with more then five years experience as HR and Admin officer. Congenial, self-starter, highly organized individual with a strong work ethic and a proven track record of reliability and determination.

	
	HR / Operations Management
	
	Quality Assurance
	
	Payroll Processing

	
	Administrative Support
	
	Staff Training
	
	Performance Evaluation

	
	Discrimination & Harassment Training
	
	Customer Services
	
	Onsite Recruitment
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PROFESSIONAL EXPERIENCE
 SHAPE  \* MERGEFORMAT 



H.R Coordinator – Dawood Hercules Group, Pakistan (2015- todate)

· Manage certain project phases and advise clients like McKinsey consulting & Dawood Group in identifying potential areas of risk and exposure in their current HR processes and policies; work with clients in assisting them to draft HR policies & Procedure manuals to ensure overall compliance at par with preset organizational goals.
· Provide H.R project support to CEO by building & implementing Competency Matrices, Career ladders, performing job matching & gap identification processes.
· Collecting and analyzing various recruitment & budgetary data; preparing scheduled and special reports pertaining to budget & recruitment schemes.
· Develop job descriptions for current/new positions & maintain organizational chart.
· And working closely with department managers to assess temporary (buffer) man-power needs and providing the management with the same along with the other Admin duties.
ACCOMPLISHMENTS
Challenged in company restructure and staff restructuring initiative to deliver smooth-running and profitable operations. Designed new HR compensation policy with the foreign external company to ensure proper international standards are achieved. Awarded with the certificate of excellence for creating a cultural change team as per European standards. Bringing man force expertise from the market competitors at personal level to achieve the organizational goals. Introducing cross-training concept in staff’s job descriptions in order to implement the business continuity plan.
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H.R and Admin Officer – CYAN CAPITAL LTD, Dawood Hercules Group, Pakistan (2014-2015) Working closely with various departments, increasingly in a consultancy role, assisting managers to understand and implement policies and procedures, recruiting staff - this includes developing job descriptions and person specifications, preparing job adverts, shortlisting, interviewing and selecting candidate, preparing staff handbooks; advising on pay and other remuneration issues, including promotion and benefits, administering payroll and maintaining employee records ,developing with managers HR planning strategies which consider immediate and long-term staff requirements, planning delivering, training - including inductions for new staff.

H.R and Admin Executive - MASOMEEN HOSPITAL, Project of Habib Group, Pak (2011-2014) Responsible for performing supervisory HR planning/scheduling activity and overall management of the H.R operations. Full responsibility for the payroll systems and generate all MIS reports on weekly basis. Also responsible for creating HR Ad., publishing on different media houses and initial screening of the candidates as per the job requirements.

H.R and Admin Officer – MAKZEE (Pvt) Ltd, Pakistan (2010-2011)

Welcomes new employees to the organization by conducting orientation. Providing payroll information by collecting time and attendance records and submits employee data reports by assembling, preparing, and analyzing data. Maintaining employee information by entering and updating employment and status-change data. And maintaining employee confidence and protects operations by keeping human resource information confidential.

Trainee H.R Officer – MCB Bank Ltd, Pakistan (2009-2010)

Responsible for Coordinate with department for Training Need Analysis and develop relevant H.R banking policies and documentation. To ensure maximum welfare of employees more i.e. employees are treated justly and not being exploited considering banking unions also. Maintains professional and technical knowledge attending educational workshops, reviewing professional publications etc.
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EDUCATION & AWARDS
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M.B.A Executive in H.R - (CBM) Institute of Business Management, Karachi, Pakistan
Bachelors of Science - University of Karachi, Pakistan
Higher Secondary Certificate - Govt. College for Women, Karachi, Pakistan
Secondary School Certificate - The Aga Khan School, Karachi, Pakistan
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