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CAREER OBJECTIVE
A motivated, result oriented Professional, seeking an opportunity to utilize its career experience & skills to contribute to employer objectives, profitability and success with a company offering potential for challenge and growth.
AREAS OF EXPERTISE
	Human Resource
	Life Insurance

	· HR Outsourcing Business Development

· Payroll and Benefits Administration 

· Recruitment & Employee Relations

· Staff Documents Management  

· Employees Tax & Insurance Management

· Staff Training & Coaching

· Development of HR Management System

· Client Relationship & Management skills

· Extensive Skills in IT
	· Underwriting - Financial and Medical

· Renewal & Re-underwriting

· Customer Support & Services
· Clients Policy Record Management

· Preparation & Checking of Policies

· Staff Training & Coaching

· Administration of New Business & Policy Owner Services activities.




PROFESSIONAL EXPERIENCE 

3 years in Human Resource & 9 years in Life Insurance
	Manager – HR Operations
	September 2007 to Date

	ZIMS HRS (HR Outsourcing Organization)
	

	Key Job Responsibilities
· Heading the HR Department.

· HR Outsourcing Business Development

· Recruitment (screening, interviewing & short-listing), Payroll and Benefits Administration, Staffs Documents Management, mid-level management training, coaching & Performance evaluation.

· Reviewing and updating job descriptions, placing advertisements in news papers, career websites etc.
	· Tax Management, Insurance Management, coordinating with Govt. Department regarding E.O.B.I., Social Security etc.

· Development of HR Management System & Website Development & Administration.

· Manage the back-end of operations (servers, hardware, software, configurations, network links, etc.)


	Assistant Manager – HR & Customer Support
	January 2007 to September 2007

	CREDIBLE SYNDICATE (PVT) LTD. (HR Outsourcing Organization)

	Key Job Responsibilities

· Heading the HR Department.

· HR Outsourcing Business Development

· Recruitment (screening, interviewing & short-listing), Payroll and Benefits Administration, Staffs Documents Management, mid-level management training, coaching & Performance evaluation.

· Reviewing and updating job descriptions, placing advertisements in news papers, career websites etc.
	· Tax Management, Insurance Management, coordinating with Govt. Department regarding E.O.B.I., Social Security etc.

· Development of HR Management System.

· Manage the back-end of operations (servers, hardware, software, configurations, network links, etc.)


	Assistant Manager (Team Leader) – CPU (Payroll & Benefits)
	January 2005 to December 2006

	PROFESSIONAL EMPLOYER SERVICES (HR Outsourcing Organization)

	Key Job Responsibilities

· Heading the Central Processing (Payroll & Benefits) Unit.

· Payroll and Benefits Administration, Staffs Documents Management, Performance evaluation and mid-level management coaching.

· Development of HR Management System.
	· Tax Management, Insurance Management, coordinating with Govt. Department regarding E.O.B.I., Social Security etc.

· Manage the back-end of operations (servers, hardware, software, configurations, network links, etc.)



 PROFESSIONAL EXPERIENCE (continued)

	Customer Services Officer – Customer Services Department
	January 2003 to January 2005

	AMERICAN LIFE INSURANCE COMPANY (PAK) LTD.

	Key Job Responsibilities

· Renewals, Re-instatements and Re-underwriting.

· Maintained Advance Premium Deposit, Policy Surrender, Partial Maturity and Policy Loan Accounts.

· Telephonic and Face-to-Face Interaction with Company Clients.
	· Training of staff members regarding Policy Administration and System Management.

· Correspondence with the clients, regional offices, Sales Agents.


	Senior Officer – New Business
	April 2001 to November 2002

	EASTERN FEDERAL UNION LIFE ASSURANCE CO. OF PAK. LTD.

	Key Job Responsibilities

· Supervision of all New Business functions 

· Underwriting of all New Business.

· Checking and Analysis of Insurance Policies.

· Administration of Decline & Postponed Division.
	· Developed and managed internal Database of Occupational Rating & Medical Examiners

· Correspondence with regional offices, Sales Agents and the Re-Insurer.


	Junior Officer – New Business
	June 1995 to March 2001

	THE METROPOLITAN LIFE ASSURANCE COMPANY OF PAK. LTD.

	Key Job Responsibilities

· Supervision of all New Business functions 

· Underwriting of all New Business.

· Preparation & Checking of Insurance Policies.
	· Providing Customer support to regional offices, Sales Agents and the Re-Insurer.
· Clients Policy Record Management


PROFESSIONAL & ACADEMIC DEVELOPMENT
	Year
	Degree / Certification
	Institution

	2007
	Human Resource Concepts (UK)
	Brainbench.com (Online)

	2001
	Principles of Insurance (FLMI 280)
	Life Office Management Association

	2000
	Bachelor of Commerce
	University of Karachi

	1996
	Intermediate
	Govt. National College

	1994
	Matriculation
	Karachi Public School


LANGUAGE CAPABILITY

	English (read, write & speak)
	Memon (Only Speak)

	Urdu (read, write & speak)
	


PERSONAL INFORMATION
	Date of birth: 

May 12, 1977
	Marital status: 

Married (Two Children)

	Nationality:

Pakistani


REFERENCES

References can be furnished upon request.
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