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ISRAR– MBA, CHRM





Email: israr.329150@2freemail.com 
MBA-HR, CHRM professional with over 12 years of progressive experience across the gamut of HR, Administration & Public Relation’s strategic & operation functions, in diverse sectors of construction, manufacturing, electromechanical, transportation, waste management, trading, real estate and consulting, across UAE and Pakistan with a vertical growth record, seeking meaningful roles to lead, design & implement value-added roles, leveraging on personal expertise.
Areas of Expertise:-
People strategy and business integration, competency framework design, OD & talent management, strategic & mass recruitment, employee engagement, change management, leadership development, learning & development, job analysis and JDs, performance management, multi-level & multi-geography talent acquisition, manpower planning & structuring, budgeting, public relations, company’s formation, labour law & legal proceedings, project management, strategic management and administration.
Profile:-

An articulate, meticulous, confident, self-motivated, hardworking, devoted to work, loyal and versatile individual with well-developed ability to plan, motivate and co-ordinate both people and resources. Possess excellent written, oral communication skills and having ability to liaise with people at all levels. Excellent Interpersonal and organizational skills for developing and implementation of company policies and procedures. Excellent analytical problem solving and risk taking skills, commitment to diversity and team work environment. Excellent people management skills, politically astute, liaison with multiple government departments, excellent knowledge of UAE labour laws with fair exposure to global standards.
Professional Experience:-

March 2011 till present: Working as a Group HR/Administration/PR Manager in Al Muqarram Group of Companies at Sharjah UAE. A prominent manufacturing and trading unit for construction materials (silicone, tapes, adhesive & glues) aerosol, lubricants and car care products since 1989 locally as well as exporting to CIS (Commonwealth of Independent States), AMENA(Asia, Middle East & North Africa), South American territories, East Africa and sole OEM for renowned European and American Silicone brands for Asian markets.
As a Group HR/Administration/PR Manager, I am responsible of setting up the HR systems, draft and present company policies and procedures for approval of the board and chairman, leading ER, L&D, HRIS, recruitment & selection, visa processing, training & development, OD, job analysis, C&B and design performance management tools, skill matrix and succession planning. Manage the HR, Administration and PR Activities for the AMENA, East Africa, South Africa, Europe and South America. Responsible for the initiation, follow up and execution of all legal and administrative matters. Lead their turn key projects planning, execution and follow up globally.
Job Responsibilities:

· HRMIS and ERP: Lead in-house based ERP solutions from mapping to implementing several modules covering HR functions. Implemented HRIS system and automation of transactional process including an electronic time reporting system. Transformed HR’s response from reactive to a proactive business solutions environment by setting project and department based manpower budgets and controlling the costs on monthly basis.
· Recruitment and Selection: Recruitment in alignment with statutory norms, from AMENA, East Africa, South Africa, Europe and Brazil ranging from professionals, technical staff and workers. Strategic recruitment, manpower analysis and planning. Recruitment from head hunting, reference, outsourcing, open house, employer branding, social media, advertisements, job portals for end to end recruitment.
· Performance Management: Implemented performance management by linking job description with KRA’s, KPIs, balance scorecard, performance appraisal, employee relations, suggestion scheme, trainings, succession planning, coaching, mentoring and 360 degree feedback.
· Organization Development and Polices drafting & implementation: Designed and established corporate organization structure, business processes and procedures, corporate HR policies and procedures, communication and reporting systems. Job analysis, formed several departments; designed roles and responsibilities, authority matrix, skill matrix and job titles.
· Training and Development: Introduced best of HR practices like new employee orientation and in-house training. Developed and implemented performance management tools, succession planning, mentoring and coaching programs. Design in house training programs, public seminars, executive education and e-learning
· Compensation and Benefit: Studied the internal and external compensation structure and made recommendations and implemented the changes with management consent. To manage monthly payroll data by closely coordinating with accounts department about all the staff joining or leaving the organization and their salary matters.

· Administration: Managing all HR and administration functions ranging from budgeting, staffing, camp and labour administration, transportation, car rentals, hotel requirements, providing commercial assistance, making and updating the monthly payment statements, invoices and monitor expenses.  Management of events and meetings, maintenance / administrative suppliers and package’s rates/benefits negotiation with telecom companies. To review timely update personnel records (personal details, position, salary, appraisal outcomes, KPIs, leave records, training and awards).

· Legal tasks management: Initiate, register and follow up on all legal proceedings (Criminal, labour and Civil) locally and globally. Review and legalization of power of attorney between partners, sponsors and IP agents. Registration, renewal, cancellation and amendments in trade license, MOA, civil defense agreements, municipality’s contracts, firefighting companies, police/MOI/GDRFA/MOL files and chamber of commerce certificate. Registration of trademarks globally in close coordination with our IP partners & agents. Registration of company’s regional offices in all Emirates and AMENA in close liaison with our legal partners. 

· Facilitate smooth transition of employees exiting the organization by coordinating with the relevant departments in ensuring payment of final settlement dues and cancellation of visas within appropriate time frame.
· Translate business strategies and objectives into the appropriate HR actions and initiatives.

· Closely monitor & coordinate with the insurance companies, the medical and Life benefits plan and timely enrollment of all the eligible staff and look after their insurance matters. Source, enroll, review, renew and cancel all general insurances of the group including fleet, credit, all property risks, marine and product liability.
· Plan, execute and complete turnkey projects and expansion plans for the group.
Achievements at Al Muqarram Group of Companies:
· Successfully developed and implemented HR policy and procedures for the group along with policies & procedures for Accounts, travel, purchase & operations.

· Successfully developed process flow and implemented the Olive – real time HR & payroll software and maintained a database of more than 500+ employees, partners, sponsors and their spouses in soft copies.
· No recruitment agencies charges in the year 2012 and saved AED. 150,000 annually for the succeeding years by direct hiring.
· Register 2 business units in the year 2014 for an Aerosol manufacturing and a trading unit. Turn Key projects planning, execution and monitoring starting from procurement of land, building construction, equipments procurement, authority’s approval and 60 technical workforce deployment in just 45days.

· Implemented successfully tasheel system for labor department transactions, Fawri/EDNRD online systems, medical tests and reduce cost and team’s efforts by 15%.

· Drafted Job Descriptions, KRA’s and KPIs for the group covering 500 + employees and connected it with ERP.

May 2010 – Mar 2011: Worked as an HR Generalist in Saeed Sulayem Group of Companies Dubai UAE. A local group consists of Dubai Sports Cargo Transport, Intercity Passenger Transport, Omega Star Electromechanical Cont., Silver Plate Factory and Alfaris Real Estate. 
Job Responsibilities:
· Recruitment in alignment with statutory norms, from AMENA by using ATS, ranging from professionals, technical staff and workers. Strategic recruitment, manpower analysis and planning. Recruitment from head hunting, reference, outsourcing, open house, employer branding, social media, advertisements, job portals for end to end recruitment.

· Payroll collating, checking and entering information for inclusion/deletion into the monthly payroll in respect to additional payments and deductions, overtime and leave. Studied compensation structure and made recommendations and implemented the changes with management consent. 
· Administering HR systems implementation ranging from budgeting, staffing, camp and labour administration, transportation, car rentals, hotel requirements, providing commercial assistance, making and updating the monthly payment statements, invoices and monitor expenses.  Arrangement of events and meetings and package’s rates/benefits negotiation with telecom companies. To review timely update personnel records (personal details, position, salary, appraisal outcomes, KPIs, leave records, training and awards).
· Supporting line managers and group recruitment in interviews and assessment, Candidates short listings, Creation of interview process.
· Coordinating the local induction process for new employees within the group.
· Casual labour coordination - liaising with our 3rd Party providers in relation to the supply of labour.
Achievements at Saeed Sulayem Group of Companies:
· Successfully deployed Ninety (90) heads for electromechanical project within 60days. 
May 2009 – May 2010: Worked as an HR Generalist in Sarhad Land Transport L.L.C Dubai UAE. A developed Organization providing Transport services of passenger buses and construction machineries on hired basis throughout UAE and Middle East.
Job Responsibilities:
· Compensation and benefits: Payroll collating, checking and entering information for inclusion into the monthly payroll in respect to additional payments and deductions, overtime and leave.
· Training and Development: Arranging training, through external training consultants or coordinating with line managers in setting up in-house training. Obtain employees feedback at completion, record and monitor training cost & man days and providing summary to line managers.

· Supporting line managers and group recruitment in interviews and assessment, Candidates short listings, Creation of interview process.
· Coordinating the local induction process for new employees within the group.
· Assist in drafting Human Resource policy and Procedures.
· Maintain attendance register, leave and Medical etc.
· Administration: Coordination of transportation, visa arrangements, ticket reservation, Maintain staff accommodation and employees orientation.
· Liaise with department managers and extend required administrative support to the team.
Apr 2007 - May 2009: Worked as an HR Executive at Terraverde Landscaping & Irrigation L.L.C a member of Target & Jimma Construction Dubai UAE. A prominent & well established organization serving in the field of construction commercial and residential properties, supply and installation in the field of hardscape, soft scape, irrigation, lighting, indoors plants and correct deck in UAE.
Job Responsibilities:
· Recruitment in alignment with statutory norms, from AMENA by using ATS, ranging from professionals, technical staff and workers. Strategic recruitment, manpower analysis and planning. Recruitment from head hunting, reference, outsourcing, open house, employer branding, social media, advertisements, job portals for end to end recruitment.

· Payroll collating, checking and entering information for inclusion/deletion into the monthly payroll in respect to additional payments and deductions, overtime and leave. Studied compensation structure and made recommendations and implemented the changes with management consent. 
· Administering HR systems implementation ranging from budgeting, staffing, camp and labour administration, transportation, car rentals, hotel requirements, providing commercial assistance, making and updating the monthly payment statements, invoices and monitor expenses.  Arrangement of events and meetings and package’s rates/benefits negotiation with telecom companies. To review timely update personnel records (personal details, position, salary, appraisal outcomes, KPIs, leave records, training and awards).
· Supporting line managers and group recruitment in interviews and assessment, Candidates short listings, Creation of interview process.
· Coordinating the local induction process for new employees within the group.
· Casual labour coordination - liaising with our 3rd Party providers in relation to the supply of labour.
· Maintaining register of employees residing in employee accommodation and requests for transfers between company accommodation, escalating any queries or complaints to relevant personnel.
Achievements at Terraverde Landscaping & Irrigation LLC:
· Successfully deployed 300 workforce for Burj Khalifa project within 90days.

· Successfully encoded in ERP system and maintained a database of more than 3,000+ employees, partners, sponsors and their spouses in soft copies and hard copies.
Jan 2005 - Dec 2006: Worked as an HR Executive cum office Administrator in Lahore Steel Mills Pvt. Ltd. Peshawar Pakistan that producing and supplying steel bars, rods in different sizes throughout Pakistan and Afghanistan.

Job Responsibilities:
Compensation and benefits, training and development, supporting line managers and group recruitment in interviews and assessment, candidate’s short listings, creation of interview process, coordinating the local induction process for new employees within the group, casual labour coordination, maintaining register of employees residing in employee accommodation, assist in drafting Human Resource policy and Procedures, maintain attendance register, leave and medical, coordination of transportation, assist to coordinate all requirements between HR and all other departments, draft various letters/emails to customers, various other departments in the organization prepare power point presentations and ensure efficient filling, Liaise with department managers and extend required administrative support, process the department’s invoices including follow up with finance, prepare travel expenses, petty cash, entertainment and general expenses.
Jan 2007-Mach 2007: Worked as an Internee in PTCL Branch office Malakand.

Education & Professional Certification:-

CIPD – Pursuing CIPD advance level 7 with Oakwood International Dubai.

CHRM – Certified Human Resource Manager from Blue Ocean academy Dubai in 2014. 

MBA – Human Resource Management - University of Peshawar Pakistan in 2008.

BBA – Hons-Human Resource Management – Agriculture University Peshawar Pakistan in 2007.

BA – Law (Jurisprudence) – Distance Learning program University of Malakand Pakistan in 2006. 

Computer Proficiency & Linguistics:-

Excellent Knowledge of Windows, ERP, Olive, MS Office & sound knowledge of Hardware, Software Installation, trouble shooting and SAP.

Excellent Communication skills in English, Urdu, Hindi, Native Pashto & conversant in Arabic.
Personal Information:-

Marital Status/DOB/Visa Status/Residence Validity/Driving License
Married with 3 Kids/05th March, 1984/Employment/01st June, 2019/UAE for Light Vehicle
References will be furnished upon request.
