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Profile:				Female  27, Single
Language:			English, Hindi, Urdu
Current Location:		Flat#714, Falcon Tower, Dubai 
Visa Status			Visit visa (Long Term)
Mobile:				+971-50-1244597
Email:				mehwishshahid0@gmail.com

Professional Overview

[bookmark: _GoBack]HR & Project Coordinator Officer with proven expertise in policies and procedures, recruiting and hiring practices, payroll processing, personnel development, retention approaches, legal compliance issues, managerial support, labor relations and negotiations. Background includes: turnover reduction, development and implementation of employee performance management. A strong communicator & professional HR trainer.
Advanced skills with leading team members in Human Resource Management and implementing policies & procedures for Human Resource functions, organization management, restructuring, staff outsourcing and mobilization, and an efficient Project Coordinator evidently showing handling of multiple areas of Project Coordination.
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Academic Credentials 

	Master Of Philosophy MPhill in Human Resource Management –Superior University Pakistan
	2012

	Master In Business Administration MBA ( Marketing ) , Punjab University, Pakistan
Post Graduate Diploma In Interpersonal Skills , Punjab University, Pakistan
	2009
2009

	Post Graduate Diplomas In Business Communication Skills, Punjab University, Pakistan
	2009

	Bachelor In  Computer Studies , Punjab University, Pakistan
	2007


Career Snapshot 
	Assistant HR Manager – Dubai, UAE Auto grade Industries LLC (HKA Intl LLC )
	2012 – to 2014

	HR Coordinator – Lahore Pakistan. Superior University Lahore
	2010 –2012

	Academic Coordinator –Lahore, Pakistan. Grammar Public High School
	2006 – 2007




Achievements  

· Received the International Award Of Best Article in 2nd Conference In Superior University On “Emerging Challenges OF Business In Global Market”.
· Received the International Award of Best Article  in the” Leadership Challenges” from Ghulam Ishaq Khan University
· Achieved employee of the year award in Superior University.
· Nominated as a Best Trainer in Superior University.
· President of Sports Society In Punjab University
· Best Student of the Year of Punjab University
· Silver medalist in sports in Gujranwala Division in 1998 

Proven Expertise 

ASSISTANT HR MANAGER
· Capable to Provide Leadership and direction in ensuring the smooth functioning of the business operations of the company applying the knowledge and experience. 
· Providing the guidelines in implementing the training & development plans in the organization. 
· Meeting the organizational needs regarding the recruitment policies.
· Designing the feedback analysis procedure for the organization for better services in future.
· Create the policies & procedures for the each segment of the business services.
· Set the SOP,s for the teams , ensuring that they are meeting the whole criteria of the working.
· Maintaining the Customer Relations and assist in growing the current business by providing the effective and value added solutions in all the segments of the business.
· Utilizing the Problem solving skills designing the modes and solutions for the routine issues.
· Providing the trainings to the employees.
· Coordinate and ensures the compliance with the existing compliance with terms of existing contract.

HR COORDINATOR
· Assisting Organization for recruitment & selection of Employees according to Policy.
· Advertise job openings, screening job applicants and arrange Panel interviews.
· Maintain records of Candidates including Interview Assessment Reports.
· Organize and conduct Orientation Training for New Employees.
· Manage appointment letters / Probation reports for induction.
· Manage personnel files including profiles and leaves etc.
· Reviewing past Recruitment Data for analysis and maintain Job Bank.
· Designing job descriptions and identifying core competencies required by Departments.

Trainings 
Seminar: Effectiveness of HR in Organizations by COMSAT.
Seminar: Self-Assessment & Career Guidelines by Superior University. 
Conference: Developing Human Capital by Peace Learning at Royal Palm.
Workshop: Best Practices Day – 2008 by Sidat Hyder.
Workshop: HR Audit, conducted by Pakistan Institute of Quality Control, Lahore.                                               
Workshop: Corporate Social Responsibility & Application of Labor Laws, by Lahore Chamber of Commerce & Industries.

Research Publications
· Degree of influence of the training & development on the employee’s behavior” in International Journal of Computing and Business Research.
ISSN (Online) : 2229-6166
· Volume 2 Issue 3 September 2011
http://www.researchmanuscripts.com
· Growth of GDP on Human Resource Development in Pakistan (health, labor productivity, education)
http://www.abrj.org/Volume%202-Issue%201-%20(4).pdf
http://www.abrj.org/2013/02/01/volume-2-issue-2/

04 Years of Experience 


Training & Development Plans


Recruitment & Selection


Development of Policies & Processes


Design the Job Specification & Description


Well versed in the UAE Labor Law


Sourcing, negotiation & coordination abilities
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