
OBJECTIVE

 Anaccomplishedanddrivenprofessionalwithanentrepreneurialspiritandunmatcheddrive.
Possessingaprovenabilitytocontributetoacompanyatbothstrategicandoperationallevel
whendeliveringpeoplemanagementstrategies.Currentlylookingforavariedandchallenging
rolewithadynamicorganization.

WORKEXPERIENCE

Currentlyworkingasfreelancerandconsultant;

 Consultantwith3organizations.
 DesignedHRManual,implementationofHRsystem,salesstrategiesformarket

penetration,recruitmentforclientsanddesignedsomecontractsrelatedtoemployees.

ManagerOperations (Insurance-CallCenterUKBased)
March2020

Lostjobincovidpendamic.

ASSISTANTMANAGERHR (Industry-Power&Telecom)
March2018-Feb2020

ActingHR&OperationsManageratNextlevelCommunicationsPvtLtd.

Responsibilities:

 Reviewedprocessandproceduresandensuringadherencetoemploymentandculturaldifference.
 ManagingandmaintainingHRBudget,includingtraining,engagementsandheadcountforecast.
 Encouragingmanagerdevelopmentbyequippingthem withskillsandimprovingupontheirability

toleadtheirteamsandtoeffectivelyhandleemployeerelationissue.
 Playinganinternalroleinsettingthecultureofbusiness,andorganizedsocialandprofessional

eventstoensurethatemployeesunderstoodthebusinessvaluesandwereengagedintheirroles.
 Contributing information,analysis and recommendations and establishing human resource

objectivesinlinewithorganizationalobjectives.
 ProvidingguidelinesandsupporttomanagementonHRpolicies,interpretationofcompanypolicy

andcompliance.
 Conductingexitinterviewsinanefforttoidentifydeparturetrendstodevelopretentionstrategies.
 LookingafterAdmin,OperationsandReportingNationwide.
 Designingstructuresforperformancemonitoring.
 Proposing,designingandimplementationofdifferentstructuresfororganizationaldevelopment.
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 Looking after/coordination ofsales.i.e defining targets,KPIs’,timelyinputforimproving
efficiency.

 Criticalanalysisofbusinessstrategytogainmarketcompetitiveness.
 Payroll.

Achievements&Profile;

 Massrecruitment.
 Retentionofemployees.
 Designedtransparentstructuresforperformanceevaluation.
 Designedstructureforreductioninabsenteeism,90%positiveresponse.
 Beenefficientinrelocationofemployeesandresultinginsalesgrowth.
 Desiredresultsfrom TNA&trainings.
 ManagingSLA’s.
 BeingawardedwithextraresponsibilitiesotherthanHR.
 Designedstructureformonitoringattendanceofemployeesinremoteoffices.
 Makingaremoteofficeworkingwiththehelpofmix&Matchstrategies.
 Traininganddevelopmentofeachdepartment.
 Behaviorchangemanagement.
 ChangeManagement.
 Policymaking.
 Worklifebalance-increaseinproductivityandefficiency.
 InductionofHealth&SafetyEnvironment.
 Grievancehandling.
 Successfullyresolvedtwowrongfulterminationbydesigningnewemploymentcontracttoretain

alow(atthemoment)performerbutbestasset.

 Looked afterHR ofaround 430+ employees and Admin & Compliance ofaround 1900+
employees.

 Beeninvolvedinmassrecruitmentandre-structuringprocess.
 DesignedanddevelopedHRreportsinERPsystem tosmoothenthefunctions.
 Managingoverallprocessofappointments,probationreviewsconfirmation,transfers,promotions

andterminations.
 Supervisingmonthlypayrollprocessingincludingattendance,leaves,overtime,incometaxand

otherpaymentsanddeductions.
 Coordinate with Head ofDepartments on manpowerrequirementforeach position in the

OperationUnit.
 EnsuringthatalltheJDsforallthepositionsareuptodate.
 Preparingandmanagingleavebalancerecordforalltheemployees.
 Offeredtrainingtonew employees,assistedmanagementwithcoordinationofsicknessand

holidayforms,andarrangedforsecuritypassesandITsupportfornewjoiners.
 Directedandsupervisedactivitiesrelatedtoemployment,compensationandemployeerelations.

 SupportedtheHRManagerwiththemaintenanceofmanagement,guidelinesandhuman
resourcerecord.

 Prepared,updatedandrecommendedhumanresourcepoliciesandprocedures;reportedtothe
HRManager.

 Allotheradministrativeactivitiesalongwithreportingoffieldreports.

KADO-NGO (Industry–NGO)
HRAssistant July14– June17

SAPPHIRETEXTILESMILLSLIMITED (Industry–Textile)
HR-OFFICER July17– Feb18
No.ofEmployees=430+



EDUCATION:

MHRM
MastersinHumanResourcesManagement 2014-2015
SZABIST –ISLAMABAD,PAKISATAN

BachelorofBUSINESSADMINISTRATION(Honors) (MAJORSHRM)

COMSATSINSTITUEOFINFORMATIONANDTECHNOLOG 2010-2014

Referencesareavailableonrequest.


