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Knowledge Area
     Recruitment Process		People Management 			Administration 
     Onboard Documentation 		ERP (SAP)				Training Programs
      Payroll process			Resource and client relationship	Cost Control 

     Work Experience - 1
 Pacific Pharmaceuticals Ltd as HR Executive- Recruitment (January 2013 to till date)

Roles and Responsibilities:
· Responsible for end t end recruitment, promotion, transfer and other HR function as well.
· Handling Employee relations, Grievances, Employee Engagement activities and assisting HR team in managing all aspects of the Human Resources function, as per the vision of the senior management.
· Maintaining C & B (compensation &Benefit) program.
· Training needs analysis, budgeting, implementing of in-house and external training and development programs for employees.
· Ensuring smooth Employee Relations.
· Initiate, monitor and review annual performance appraisals of the employee.
· Continuous follow up HR activities with all the Departments and ensure in time support, coordination and communication with the employees.
· Develop relationship with business areas to better understand business needs and improve communication and feedback systems.
· Documentation & HRIS implementation.    
Work Experience - 2
      ARC International Middle East LLC as Human Resource Officer (July 2009 – August 2012)
      Roles and Responsibilities:
· Responsible for End-to-End recruitment cycle across all departments from Junior to senior level positions from Creating Job Mandates till Induction. 
· Describing Job description and advertising, based on business requirement and company policies,    Screening , selecting, coordinating with candidates post which interview schedule is conducted along with  psychometric tests and responding the outcome to management and consultancies. 
· Scheduling of Director of HR appointments and meeting updates & making minutes of meeting. Maintain personal file as per the company policy (Hard & Soft copy- SAP/ Oracle/ Excel)
· Implement new policies and procedures and updated the existing policies and procedures whenever required as per the management decision.    
· Control, maintain and update manpower plan and preparation of related monthly and weekly reports. 
· Liaise with approved recruitment agencies for supply of manpower and close the position based on requirement.
· To maintain correspondence independently Immigration and Passport office, Embassy & High Commission.
· Support payroll function by providing daily report and cost reduction report.
Work Experience - 3
Excelsior Creek Hotel as Human Resource Assistant (Feb 2008 – June 2009)
        Roles & Responsibility
· Worked on Compensation and Benefits when it comes to Salary, air ticket, medical insurance, housing, transportation, overtime and so on.
· Administration of daily attendance & leave (Sick, Annual, other) of all employees.
· Administration of Medical Insurance for the entire group employees & acted as primary contact & advisor for staff on all issues related to Medical & Group Insurance coverage.
· Preparing full & final settlement as well as handling exit formalities for resigned/terminated staff.
· Coordinating with the HOD’s and Training Institutes for staff training programs. 
· Evaluating the performance of the employees on a quarterly or yearly basis.
Work Experience - 4
Delta Group of Industry as Admin Officer (Feb 2006 – Jan 2008)
Roles & Responsibility
· Arranging induction / orientation program / Training for all new joiners & completing all their joining formalities.
· Filing of employee documents & updating the employee details in the HR software.
· Develop & Review Job Descriptions in cooperation with the line managers and HOD’s.
· Preparing offer letters, salary certificates, NOC’s, confirmation letters, bonus or increment letters, circulars, Memo’s and so on.
· Monthly payroll administration & generation for employees, getting the documents approved by GM and Directors and making bank transfer.
· Coordinating with the HOD’s and Training Institutes for staff training programs. 
·  Evaluating the performance of the employees on a quarterly or yearly basis.
Educational Qualification	
· Master of Social Science  (2006)
· Bachelor of Social Science (2004)
Trainings Attended
· Training on Customer Service Delivery(UAE)
· Training on Human Resource Management(UAE)
Computer Proficiency
·    MS Word, MS Excel, MS PowerPoint, SAP.
Personal Skills	
·    Strong knowledge of HR Policies, Public relation & Management.
·    Strong verbal and written communication skills. 
·    Excellent Leadership & Team building skills. 
·    Outstanding coordination, interpersonal and presentation skills. 
·    Exceptional customer service, organizational skills. 
Personal Profile
	Date of Birth		: December 1, 1982
	Languages Known 	               : Bangla, English, French, Hindi.
	Nationality	                             : Bangladeshi
	Marital Status		: Married
  National Id No     	               : 2692984624958
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