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· MBA holder and graduate BBA in Business Administration.

· Have more than 7 years of experience in the field of Business Executive Management in Oil and Gas Industry And Hospitality Industry, Management Consultant.
· Hands on experience in variety of Business Development, Human Resource, Marketing, Liaison.
· Entrepreneurial Spirit, Head Office Management & Administrative Skills, Negotiation Skills, Business Professionalism SWOT Analysis and Decision Making Skills.
· Strong Analytical Skill, Problem solving Skills, Excellent Interpersonal and Communication Skills, Multi-Tasking, Public Relation, Exceptional Leadership and Team Building Capabilities. Always seeking challenging task.
· Reports and presentations on Leadership, Strategic Management, HR Management, Marketing, Change Management, Accounting, Managerial Accounting, Financial Management, Finance, Operation Research, Project Management, Total Quality Management, Supply Chain Management, HR Training & Development, Business Development etc.
· Member of Pakistan Oil and Gas Summit 2014 by International Research Network.
· Organized events, Golf tournament, fun fair and fashion shows in Bahria University.

Quantum Energy Group
 HR Manager (Oct2013- Present)

 Executive Management Head Office HR & Admin 
Quantum Energy Group is diversified in Power, Infrastructure, Oil & Gas. Quantum Energy provides Upstream and Downstream services for Oil & Gas industry and Power Generation worldwide. In oil and Gas it provides services in Fluid sampling, Well Testing, DST, Power plants, EPS, Slick line & E-Line Services Tubing Conveyed Perforating and variety of other services addressing the market demands today and for future growth.
Responsibilities and Duties:

During my time at Quantum Energy, I reported to the CEO, and my core responsibilities were to spot opportunities, evaluate inbound inquires, build partnership collaborate with many internal functional groups, negotiate, handle head office HR & Administration. 

· Developed and maintained external relations with government regulatory agencies.

· Knew principles of action and was responsible for obtaining all relevant government agency permits approvals needed within the oil and gas industries.

· Assisted the CEO and top management in the process of identifying new prospective opportunities, SWOT Analysis.

· Was responsible for expanding the company’s clientele by developing business and sourcing for contracts.

· Was responsible for analyzing and preparing pre-qualification packages and technical bid proposals.

· Was responsible for client relationship management and keeping up-to-date database/information on bids and pre-qualification packages submitted to client.

· Provided strategic direction for business promotion planning and ensured necessary administrative follow up of all activities of the business Requirements.

· Maintained organization staff by establishing a recruiting, testing, and interviewing program; counseling managers on candidate selection; conducting and analyzing exit interviews; recommending changes.

· Maintained a pay plan by conducting periodic pay surveys; scheduling and conducting job evaluations; preparing pay budgets; monitoring and scheduling individual pay actions; recommending, planning, and implementing pay structure revisions.

· Ensured planning, monitoring, and appraisal of employee work results by training managers to coach and discipline employees; scheduling management conferences with employees; hearing and resolving employee grievances; counseling employees and supervisors.

· Ensured legal compliance by monitoring and implementing applicable government human resource policy.

· Maintained historical human resource records by designing a filing and retrieval system; keeping past and current records.
Traveller’s Inn                                            
         General Manager HR (Oct 2009- Jun 2013)

 Reporting to Owner 
Traveller’s Inn had been doing business in Hospitality Industry, dealing in resorts/hotel in Islamabad with local and international client. Traveller's Inn had been working with Government, Semi-Government, Multi-National Companies, National and Local Companies and NGO's and other agencies to Provide the clients with 24/7 customer care services. The mission and vision to give best accommodation with motto “the house of Comforts” to its customers. Main features were as Air Ticketing, Pick and Drop Services, Tours to other cities, Security, Restaurants, Healthcare, Gym & fitness Club.    
Responsibilities and Duties:
· Prospected for potential new clients and turned that into increased business.
· Responsible for P&L made strategies, SWOT analysis to gain edge in competitive market.

· Made cold calls as appropriate within the market to ensure a robust pipeline of opportunities. 

· Met with potential clients by growing, maintaining, and leveraging your network.

· Researched and built relationships with new clients.

· Worked with team to develop proposals that speaks to the client’s needs, concerns, and objectives.

· Participated in pricing the solution/service.

· Develop and implement HR Strategies, Employee Relation, performance appraisals.

· Nature a positive working environment.

· Manage Recruitment and selection process.

· Assess training needs, maintain pay plan, report to management and provide decision and ensure legal compliances.

· Handled objections by clarifying, emphasizing agreements and working through differences to a positive conclusion. Also used a variety of styles to persuade or negotiate appropriately.

· Worked closely with staff and other internal colleagues to meet customer needs.


· Arranged and participated in internal and external client debriefs.

Maroof International Hospital 
       HR Assistant   (Apr 2009– Sep 2009)

Reporting to GM
Maroof International Hospital is a Healthcare Hospital with a concept to built on providing the best of health to every citizen. Started in 2009, it is an effort to take the healthcare to the next level.
Responsibilities and Duties:

· Analyzed and maintain thorough documentation of employees.

· Place worksheets and organize test papers for interviews.

· Maintaining Data Entry in Excel and Office sheet.

· Conduct Interviews, Training sessions and Workshops in Panel of Top Management.

· Making weekly and monthly reports of departments.

· Coordinating with top management for improving department’s performance.

· Observing time management and individual differences.

· Developing Compensation Benefits and Payroll Structure and Strategies.

· Managing Duty Roster on Operating System.

· Handling queries of employees and managing them up to organizational level.

· Making employee salary for each month.

· Maintaining leave management system.

· Making special assignments assigned by executive management.
Higher Education Commission
Internship (Jul 2008–Sep 2008)
Reporting to Deputy Director Accounts
   The Higher Education Commission of Pakistan is an independent, autonomous, and constitutionally established institution of primary funding, overseeing, regulating, and accrediting the higher education efforts in Pakistan. To Facilitate Institutions of Higher Learning to serve as an Engine of Socio-Economic Development of Pakistan.
Responsibilities and Duties:
· Assist with month-end financial reports
· Post journal entries

· Help with accounts receivable, payable and bank statement reconciliation

· Assist with audits

· Balance sheet reconciliation

· Work with the finance team on yearly forecasting efforts

· Manage the monthly tracking of  physical inventory

· Support the payment processing team

· Data entry

· Credit checks

· Reconciles records with internal company employees and management, or external vendors or customers.

· Recommends actions to resolve discrepancies.

· Investigates questionable data.


· MBA (Masters Of Business Administration)

Bahria University, MBA, Pakistan.

     

2009





· BBA (Bachelor Of Business Administration)

Bahria University, BBA, Pakistan. 
  


2008
· HSSC (Higher Secondary School Certification)

FBISE, HSSC-F.Sc,  Pakistan




2003
· SSC (Secondary School Certification)

FBISE, SSC-Matric, Pakistan                                  

2001
· Skill Builder Certification
Jubilee Life Insurance, Pakistan                                  
2012

· MS Office
· HRIS

· Adobe PDF 
· Fluency in English, Urdu, Pashto, Punjabi & basics in Arabic and French.

Birthday

  :  Sept 03rd, 1982.


                 
Marital Status                
:  Married
Gender

  :  Male 




        
Nationality
               
:  Pakistani
Divers License
  :  Pakistan


                             
Permanent Residency   
:  Pakistan
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