Israr ud din Khan 
 Mobile#:  078 18 75 177
E-mail Address: israr.hilal@gmail.com
RESUME
I have eight years of progressive experience in Teaching English at both profit and non-profit organizations.
I possess sound knowledge of Afghan Labor Law. I am a creative and innovative thinker with effective human resources management and goal setting abilities combined with superior leadership, team building, communication, interpersonal, and presentation skills.  Self-motivated with the ability to excel in a fast-paced environment; communicate effectively at all levels; manage competing priorities; and adapt readily to new challenges.
PROFESSIONAL EXPERIENCE:
Translator at Camp OQAB from 1st December 2017- Present

· Translated English to Dari, both verbally and in writing for Legal, CJ3 and CJ5 coalition forces
English language trainer at Ministry of Justice (INL Project) from Sep 2016-present

· Taught English grammar, speaking, writing, and reading lectures

· Distributed and quality checked students daily assignments

· Arranged quarterly reports and annual action plan

English language Trainer at Ministry of Women Affairs (MORE Project) from Jan 2016- Sep 2016

· Taught English grammar, speaking, writing, and reading lectures

· Distributed and quality checked students daily assignments

· Arranged quarterly reports and annual action plan
Kardan Institute of Higher Education DEL Lecturer - July. 2015 to Jan, 2016

· Taught English grammar, speaking, writing, and reading lectures

· Arranged weekly and monthly lesson plan and annual action plan

· Arranged and checked daily assignments to the students
· Conducted  IELTS/TOEFL seminars
EFL lecturer at Afghanistan institute of higher education from May 2015- Jan 2016

· Taught English grammar, speaking, writing, and reading lectures

· Arranged weekly and monthly lesson plan and annual action plan

· Arranged and checked daily assignments to the students
· Conducted  IELTS/TOEFL seminars
Human Resources Manager at ELP (English language program) Feb, 2013 – April 2015  
· Managed HR section 
· Developed HR work-plan, in line with the HR strategic plan.

· Prepared and implemented a comprehensive recruitment plan for central and provincial offices and monitored the effectiveness of its implementation

· Processed recruitment, transfer, termination and new recruitment documents in compliance with the law and managing director’s guidance
· Ensured wide dissemination of job announcements, posted on MAIL’s and other recruitment websites

· Coordinated the recruitment of vacant positions with the relevant units of the office and leadership 

· Managed and processed bi-weekly payroll for 200 salaried/hourly employees
· Coached managers on evaluating employees, setting goals, conducting objective performance reviews, and recognizing and awarding performance to improve productivity  

· Handled employee terminations, and grievances in a sensitive, fair and respectful manner, working closely with legal counsel, supervisors and management

· Identified talent and aspirations of individual employees and provide coaching aimed at motivating them to undertake the necessary training required to advance their careers within the company
· Planed and developed on-the-job training programs for line employees and career development         programs for managers with a focus on retaining existing talent and reducing employee turnovers.
English Language Trainer at ELP - Peshawar Pakistan from Jan 2009-Jan 2014

· Taught English grammar, speaking, writing, and reading lectures

· Arranged weekly and monthly lesson plan and annual action plan

· Arranged and checked daily assignments to the students
· Conducted  IELTS/TOEFL seminars
Capital Degree College - Human Resource Officer - Mar, 2009 to Oct, 2011
· Conducted orientation for new employees and scheduled employee examinations

· Provided payroll information by collecting time and attendance records.

· Submitted employee data reports by assembling, preparing, and analyzing data.

· Maintained employee information by entering and updating employment and status-change data.

· Recruited staff - including developing job descriptions and person specifications, preparing job adverts, checking application forms, shortlisting, interviewing and selecting candidates
· Prepared staff handbooks
EDUCATION:
    B.B.A from Kardan University Kabul Afghanistan (in process).
 
· 12 Grade Certificate -  Al-taqwa High School, Peshawar, Pakistan -  1998-2010
· English Language Certificate
· ELP - Peshawar, Pakistan -2008-2019                             
COMPUTER SKILLS

· Fluent in MS. Office applications, outlook, database and internet        
Languages:
· I can fluently speak, write and comprehend Dari, Pashto, English, Urdu and a bit Turkic (Uzbeki)    
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