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Proactive decision maker, targeting challenging assignments in HRM/ Administration/ Employee Relations sector at a senior management level with reputed Organization

· A dynamic Executive with over 10+ years of comprehensive experience in corporate level Management, HR, Administration Roles and implementing cost and time reduction measures.
· Dexterity in structuring and implementing innovative Administrative policies/procedures to generate undivided commitment and dedication among personnel.
· Successfully formed and managed shared services team HR handling tasks such as local GOVT polices, travel, health insurance, WPS, HR, and Recruitment of Middle East from a single office which increased operational / cost efficiency and gained a competitive advantage for the company.
· Being an Advance Excel Programmer & IT Specialist, developed & used various business reporting tools i.e. Power BI, Tableau,  which proved handy for the senior management to take timely decision. 


WORK EXPERIENCE:

	Designation
	:
	Manager HR Shared Services Team (Corporate)

	Company
	:
	Doosan Heavy Industries & Construction Co.

	[bookmark: _GoBack]Tenure   
	:
	August 2008 ~ till date 



	Administration:
· Spearheaded efforts across handling & managing overall internal administrative matters of the management, ensuring proper implementation of administrative policies and coordinating necessary support to the Management.
· Making effective contributions in recruitment, induction and deployment of staff members and regularly monitoring their performance levels to ensure highest efficiency levels.


	HR - Travel Coordinator  (Dubai Office) 
· Managing the entire spectrum of activities providing flight related services across number of running projects, branch & research offices in Middle East region
· Ensure optimal efficiency in daily operations of all travel activities
· Develop flight requests procedure, approval mechanism, LPO Procedures, and database in order to trace daily travelling as well as to verify invoicing data with accounts team as a whole and site wise
· Meeting with  various airlines / travel agents in order to acquire corporate air travel deals for top most destinations and ensure cost efficiency as well as to make the process smart 
· Prepare daily / periodic MIS reports in order to enlighten top management of current trends, cost conservation and various statistics
· Educate offices with substantial MIS reports to let them aware of top seasons (sector wise), encouraging group travel & advance bookings in order to avoid conjunction and high season costs
· Ensure compliance of companies travel policy from bottom to top

HR – KSA Solutions/  Corporate Insurance (Riyadh Office)
· Command in KSA GOVT HR policies, i.e Saudization, Mowazi, Taqat, Block Visa, HRDF, Trainings etc.
· Preparing of detailed report on current GOVT policies and companies position to strivie
· Managing KSA HR roles such as GOSI / WPS / NITAQAT / MOL / MUQEEM related tasks for various running projects in KSA
· Continuous monitoring and Investigation through various means for new & existing rules and regulation related to Saudi HR, in order to stay updated, study and implement newly launched system well in advance
· Developed and launched excel based comprehensive database system with interactive KPIs and graphs to control GOSI / WPS / NITAQAT ratios as a whole and site wise. 
· Periodic trainings of in house staff to enhance their ability to perform routine office tasks more efficiently
· Daily / Periodic Reporting to HR Heads in order to decide relocation / recruitment / reduction of staff based on NITAQAT ratios

· Managing corporate group insurance for approx. 3000 employees in KSA
· developed and launched an excel based DB for smart control of insurance information
· Mediator among sites and Insurance Company to fulfil routine addition request 
· Initiation of refund requests based on monthly exit staff and distribution / adjustment of refund amount back to each site.

MIS Analyst:
· Generation of daily /  periodic MIS (Management Information System) reports on time with accuracy for various task i.e. Flight data / Sales Trends / Corporate deal Targets / HR data / Nitaqat Ratios / WPS Ratios / Trends across sites 
· Design presentations various reports using tools Advance level MS Excel, Microsoft BI for senior management
· Preparation of Procedures and working manuals


Site Support (Documentation):
· Final Operation & Maintenance manual [Power Plant] compilation & submission.
· Design & preparation of Interactive CDs for Operation & Maintenance Manual for overall plant with dynamic menu, interactive search option and folder structure.
· Managing Data base for whole plant drawing / documents.
· Procedure, implementation and final submission of As-built drawings.
· Coordinator for training of whole power plant equipment, Contacts with various vendors, supplier, client and to ensure to follow client’s contractual requirement of trainings.
· Preparation and submission of interactive database O&M disks to client.
· EDMS Data Compilation for Client’s Maximos (oracle) platform. File indexing, Meta data, folder structure.

IT Support :
· Manager of IT Shared services team in middle east region
· Server Management: implementation & management of windows server 2003, ADS management, file sharing etc.
· Server / Internet upgradation studies for effective cost reduction
· Desktop support: system management, Printers, outlook configuration & troubleshooting.
· Effective troubleshoot, resolution of all sort of problem that require IT support.
· Install & upgrade PC hardware, software, and peripheral components.
· Implementation and monitor breaches of company security protocols




PREVIOUS WORK EXPERIENCE:

	Designation
	:
	Document control / Procurement assistance

	Company
	:
	Multan Medical Agency, Multan , Pakistan

	Tenure   
	:
	January 2007 ~ December 2007 

	Job Description          
	:
	· Processing of MPR (material purchase requisition)
· Preparation & issuance of purchase orders & invoicing after approval
· Effective liaise with agencies, supplier, and clients.
· Arrangement & participation in business meetings with concerned parties
· Market research & verifications of new products
· Keeping record of correspondences, emails, with all parties in both digital and non-digital forms
· Keeping record & create new contact points by researching market and other means
· Timely reporting with substantial research to head of departments to have their approval prior to make any purchase transaction.
· Coordination with accounts head in order to timely clearance of invoices 
· Receiving and distribution of correspondence to concern parties.




EDUCATION:[image: ]

· Bachelors in Commerce & Information Technology 2006-2007     
        Bahauddin Zakeriya University, Multan City, Pakistan
· HSC (Higher School Certificate) 12 years
        Board of intermediate and Secondary Education, Multan City, Pakistan

IT TRAININGS / CERTIFICATIONS:

· DIT (Diploma Information Technology)
· CCNA (Cisco Certified Network Assistant) Training
· MS OFFICE (Word, Excel, Outlook, PowerPoint), Adobe Photoshop, AutoCAD

STRENGTH & SKILLS

· Excellent interpersonal skills , Believing in Team work
· Ability to deal with all type people, 
· Object oriented and honest
· A good listener

LANGUAGES KNOWN:
English			: Read/write/Speak
Urdu / Hindi		: Read/Write/Speak
Punjabi			: Read/Write/Speak

Date of Birth:
DOB			: Sep, 1984

UAE Driving License:
Issue Date 		: 2013


REFERENCES:
Could be furnished upon request

image2.emf
 


image1.jpeg




