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ZIA
HUMAN RESOURCES OFFICER
· Professional in Human Resources offering more than 3-year HR and Markting career distinguished by commended performance and proven results.
· Extensive background in HR affairs, including experience in employee recruitment and retention, staff development, conflict resolution, benefits and compensation, HR records management, HR policies development and legal compliance.
HR SKILLS
	· HR Department Startup
· Employment Law
· HR Policies & Procedures
	· Staff Recruitment & Retention
· Employee Relations
· Benefits Administration
· HR Program/Project Management
	· HRIS Technologies
· Training & Development
· Performance Management
· Organizational Development


PROFESSIONAL EXPERIENCE
Regional Sales officer  
December2013----- present
Duties and Responsibilities:
· Services existing accounts, obtains orders, and establishes new accounts by planning and organizing daily work schedule to call on existing or potential sales outlets and other trade factors.
· Adjusts content of sales presentations by studying the type of sales outlet or trade factor.
· Focuses sales efforts by studying existing and potential volume of dealers.
· Submits orders by referring to price lists and product literature.
· Keeps management informed by submitting activity and results reports, such as daily call reports, weekly work plans, and monthly and annual territory analyses.
· Monitors competition by gathering current marketplace information on pricing, products, new products, delivery schedules, merchandising techniques, etc.
· Recommends changes in products, service, and policy by evaluating results and competitive developments.
· Resolves customer complaints by investigating problems; developing solutions; preparing reports; making recommendations to management.
· Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies.
· Provides historical records by maintaining records on area and customer sales.
· Contributes to team effort by accomplishing related results as needed.
Telebridge Communications-Islamabad, 
Telebridge is a full service one-stop shop for all of your marketing needs. AlthoughTelebridgespecialize in telemarketing applications Telebridge also have a strong presence in the e-marketing arena as well as traditional direct mail and response marketing applications as well as project placement. Currently Telebridge oversees between 3000 & 5000 telemarketing hours per week.

Assistant HR Manager,
May 2012---December2013
Duties and Responsibilities:
· Assist in identifying hiring needs, job design and HR planning.
· Manage sourcing strategy and create pool for best available talent.
· Match hiring request with approved manpower before initiating hiring process.
· Maintain record of CVs in a very orderly fashion In addition to review and screen resumes from all sources as per requirements.
· Maintain excellent relationship with placement centers of all universities/technical institutions and effectively participate in job fairs. In addition; build relationship with online recruiters.
· Arrange and conduct psychological profiling.
· Calculate and analyze hiring cost and improving hiring methods & using recruitment matrices.
· Conduct and manage hiring test/interviews. Arrange written tests at campuses of different universities as and when required.
· Assist HR team members in other HR functions like performance management, training and development, event management, database management etc.
Camp NGO-Peshawar 
Community Appraisal and Motivation Programme (CAMP) is a national non-profit and non-governmental organization established and registered in May 2002, under the Societies Act of 1860 (Registration No. 192/5/2946).CAMP work with some of the most underprivileged communities in the Federally Administered Tribal Areas (FATA) and Khyber Pakhtunkhwa Province of Pakistan; responding to emergencies, improving access to quality health and education, creating livelihood opportunities and working closely with communities and government departments to promote human rights, peace and security.

HR Assistant
June 2011---Feb2012
Duties and Responsibilities:
· Performs customer service functions by answering employee requests and questions. 
· Conducts benefits enrollment for new employees. 
· Verifies I-9 documentation and maintains books current. 
· Submits the online investigation requests and assists with new employee background checks. 
· Performs payroll/benefit-related reconciliations to General Ledger and other accounts. 
· Conducts audits of various payrolls, benefits or other HR programs and recommend     corrective action. 
· Updates HR spreadsheet with employee change requests and processes paperwork. 
· Assists with processing of terminations. 
· Assists with the preparation of the performance review forms. 
· Assists HR Director with various research projects and/or special projects. 
· Assists with recruitment and interview process. 
· Schedules meetings and interviews as requested by HR Manager. 
· Schedules conferences by reserving facilities at local hotels and/or restaurants. 
· Makes photocopies, faxes documents and performs other clerical functions. 
· Files papers and documents into appropriate employee files. 
· Assists or prepares correspondence. 
· Prepares new employee files. 
· Processes mail. 
EDUCATION & CERTIFICATIONS
UNIVERSITY OF PESHAWAR
Bachelor of Business and Administration (BBA) in HRM (with honors), 2011

OF NOTE
Computer Skills:
· HR Payroll applications 
· MS Office (Word, Excel, PowerPoint, Access, Outlook)
PERSONAL INFORMATIONS
References            can be provided
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