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	Objective


	To be part of a dynamic organization, that will efficaciously benefit from my inter personal skills besides providing an environment of mental and personal development as well as offer me the opportunity of professional growth.

	PERSONAL INFORMATION

	
	Date of Birth:
            07-02-1983
Nationality                    Pakistani
Domicile:

Islamabad, Pakistan 

Marital Status:                Married 



	EDUCATION

	
	· Masters in Business Administration (HR),Bahria University, Islamabad.
      2006-2008 (CGPA 3.90) 
· Bachelor in Information Technology (Hons), OPF Girls College Affiliated with BUITMS
      2002-2006 (CGPA 3.98)

	FIELD OF INTEREST 

Human Resource Management/Administration
PROFESSIONAL SKILLS 

· Over 7 years hands on experience in management & administrative positions. 

· Capable of accepting and fulfilling the challenges of administration and working as a part of a professional team. 

EXPERIENCE

	1.

	Human Resource Coordinator 
Government Holdings Private Limited (GHPL) , MPNR (September 12, 2007 to till date)

The company is in joint venture partnership with major petroleum companies like BP, BHP Billiton, OMV, PETRONAS, MOL, OGDCL, PPL, POL and PEL.

My duties are:-
· Handling HR duties for both managerial and non-managerial staff.

· Developing job descriptions and specifications of various positions.

· Updating and maintaining the HR records on regular basis. 

· Administering day to day activity (movements of operational staff).

· Drafting  HR & IR strategy aligned to business
b) Ensuring the organization structure is aligned and suitably staffed
c) Designing and implementation of new and/or existing HR policies and systems aimed at attracting, motivating and retaining talent.
· Sets standards through benchmarking/best practices
· Ensures systems and processes support the Company strategy appropriate staff member. 
· Facilitates the development of appropriate organization structures with clearly defined roles and responsibilities and manpower requirements.

· Plans for headcount to staff the positions based on requirements
· Tracks staff movement, attrition and vacancies and ensures vacancies are filled within stipulated time using the most effective and cost efficient method and sources.
· Initiates and participates in the selection process to select the most suitable candidates. 
· Formulates policies related to people management, attraction, deployment and development to build a positive and performance-oriented culture in the Company.
· Monitors the execution of well-planned induction programs to enable the new employees reach productivity levels faster.
· Identifies critical employee training needs across the Company, designs the annual training calendar, supervises its execution and monitors the effectiveness of training.
· Determines the appropriate compensation philosophy and structure for the company using market trends and data, implements reward and recognition programs including decisions on bonuses and increments.
· Monitors the conduct of performance appraisal as per set schedules.
· Provide administrative support to MD/CEO, GHPL and help him in managing the affairs of the Secretariat effectively.
· Serve as coordinator for Executive Committee Meetings and Ministry of Petroleum and Natural Resources.
· Deal with foreign and national delegations/missions.

· Coordination with staff, and other administrative support for the MD/CEO and  performs  a  variety  of  executive support  tasks  including  highly  confidential  and sensitive matters.

	2.

3.
4.

5.


	Executive Coordinator
National Road Safety Secretariat , World Bank, Islamabad  (September 15,2006 to September 11, 2007)

My duties were:-

· Assisted in the preparation of PC-I for the establishment of National Road Safety Authority for Ministry of Communications review.
· Assisted in the preparation of NRSA-ACT for National Road Safety Authority for Ministry of Communications review. 
· Assisted in the preparation of Project Proposal for National Road Safety Program for World Bank review.
· Assisted in the preparation of Pakistan’s first ever National Road Safety Plan (Draft) 2007-2012 for the National Road Safety Council & Steering Committee review.
· Assisted in the preparation of technical papers regarding road safety for national and international seminars.
· Served as coordinator for National Road Safety Council and National Road Safety Steering Committee.
· Served as Public Relation Officer of NRSS and dealt with public and media inquiries.
· Dealt with foreign and national delegations/missions.

· Scheduled and organized meetings for NRSS Committee and donor agencies.

· Coordinated office management activities for the Executive Director office.
· Researched, compiled, assimilated, and prepared confidential and sensitive documents, and briefed the Executive Director regarding contents.
· Planed and coordinated arrangements for professional conferences including coordinating and scheduling travel arrangements.
Assistant to Policy Coordination Officer, (ADB)  

National Highway Authority, Islamabad  (January 22, 2006 to September 14, 2006)
My duties were:-

· Served as Coordinator to Asian Development Bank (ADB) and International Road Federation (IRF).

· Scheduled and organized meetings for ADB and IRF. 

· Attended meetings of Asian Development Bank and prepared Minutes of Meetings.

· Participated in Evaluation of Consultants for Public Private Partnership Projects.

· Maintained and kept record of all correspondence of Asian Development Bank.

· Monitored the Situation and Monthly Progress Reports.

· Prepared the Engineering Bills and Memo’s for the Engineer recruited for Asian Development Bank.
Computer Operator (Part Time Employment) 

Associated Consultancy Centre (Pvt.) Ltd. (February 4, 2002 to September 30, 2005)
Internee

Saudi Pak Commercial Bank Limited, Blue Area Islamabad. July14, 2003-September 13, 2003
My duties were:-

· Worked in IT Department and assisted the IT manager in different tasks.
· Closely monitored the transaction entry, also opened new accounts for customer in Customer Services Department (CSD).
· L/C opening and closing.
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	PROJECTS

Human Resource Management System & IT  Management, done with NHA

Retention Issues in Petroleum Industry of Pakistan, done with GHPL, MGCL and POL. 

Arranged Career Carnival 2008 at Bahria University 
cOMPUTER SKILLS

Operating System

Vista, Windows 2000 Professional, NT, 98 and XP

Programming


C, C++, ORACLE 8i, Developer 6i, ASP and VB.Net

Word Processor

Microsoft Word

Spreadsheet


Microsoft Excel

Animations & Presentations
Microsoft PowerPoint, Graphic Design



Microsoft Paint, Macro Media Flash, Adobe Photoshop.

Browsing


Internet Explorer 

Networking


LAN, WAN
LANGUAGES
English, Urdu and Punjabi.

INTERESTS

· Human Resource Management, Leadership

· Participating in Educational Programs
· Very much interested in further study and exploring the world of business.

· Attending seminars, workshops, courses, orientations, business related presentations etc.
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