 Akhlaq
D.O.B      21- 11-1983 
E-mail:
 akhlaq.215667@2freemail.com 
______________________________________________________________________________________

CAREER OBJECTIVES

Looking for a challenging position in any growing, established organization, where I can utilize my education, skills, expertise and experiences to meet the objectives of the organization.

___________________________________________________________________________________________

EDUCATION

· Degree Name


MA (International Relations)
· Level Obtained

Master degree 

· Institution


Hazara University Mansehra

· Degree Name


MBA (Human Resource Management)
· Level Obtained

Master degree

· Institution


Sarhad University of Science & I.T Peshawar

___________________________________________________________________________________________

PROFESSIONAL EXPERIENCE

Period 1:

April 2014 to till date

Position


Assistant Manager HR/Admin
Organization
:
M/s Abbassi & Sons Construction Company
Duty Station:

Abbottabad

Duties:
· Administer Compensation and benefit plans.

· Assist in talent acquisition and recruitment processes.

· Conduct employee on-boarding and help plan training & development.

· Provide support to employees in various HR related topics such as leaves, compensation etc and resolve issues /problems.

· Promote HR programs to create and efficient and conflict-free workplace.

· Assist in development and implementation of human resource policies.

· Maintain employee files and records in electronic and paper form.

· Data Management/Payroll Management.

· Report Writing.

· Time sheet compilation.

· Procurement of Stationery and General Items (Computers/Furniture etc). 

____________________________________________________________________________

Period 2:

March 2010 to April 2014

Position


HR/Admin Officer
Organization
:
M/s Abbassi & Sons Construction Company
Duty Station:

Abbottabad

Duties:
· Support the development and implementation of HR initiatives and systems.

· Be actively involved in recruitment by preparing job descriptions, posting ads and managing the hiring process.

· Create and implement effective on-boarding plans.

· Develop training and development programs.

· Assist in performance management processes.

· Support the management of disciplinary issues.

· Maintain employee records (attendance, EEO data etc.) according to policy and legal requirements.

· Review employment and working conditions to ensure legal compliance.

Period 3:

April 2008 to December 2009

Position


Consultant/Social Mobilizer (Earthquake Disability Project) 
Organization
:
Sarhad Rural Support Program 




Duty Station:

Mansehra

Duties:

· Identification and selection of partner communities.

· Mobilize the community and facilitate formation of village committees and councils.

· Facilitate committees in development of plans, for communities.

· Making referrals with different Service Providers.

· Conducting different training for Person with Disabilities.

· Organizing different events for PWD’s.

· Delivering different Medical & Rehabilitation services to the PWD’s. 

· Training and awareness rising of  Community.

· Assist the Project Officer in preparation of the work plan, and progress reports.

· Participate in weekly planning and review meetings and fortnightly meetings as and when required.

· Maintain and update filing system and record keeping.

· Facilitate in gender mainstreaming at community level.

· Assist Women social organizer in interaction with target communities.

· Collect and maintain gender dis-aggregated

· Prepare case studies of project interventions for impact monitoring.

____________________________________________________________________________

Period 4:

September 2007 December 2007

Position:


HR Assistant (Volunteer/Intern)

Organization
:
Sarhad Rural Support Program 
Duty Station:

Mansehra

Duties:

· Prepare or maintain employment records related to events such as hiring, terminations, leaves, transfers, promotions.

· Hire employees and process hiring related paperwork.

· Inform job applicants of job detail such as duties and responsibilities, compensations, benefits, schedules,  working conditions and promotion opportunities.

· Schedule or conduct new employee orientations.

· Maintain and update human resource documents, such as organizational charts, employee handbooks, or performance evaluation forms,

· Select qualified job applicants or refer them to managers, making hiring recommendations when appropriate.  

· Time Sheet ,Letter correspondence and  preparation of Monthly Progress Reports.

____________________________________________________________________________

Period 5:

May 2006 to March 2007

Position:


Office Assistant 

Organization
:
COMSATS Internet Services Headquarters
Duty Station:

Islamabad

Duties:

· Assist the Project Director/Coordinator Planning.

· Preparation of Monthly Progress Reports.
· Coordinate messenger and courier service.

· Receive, sort and distribute incoming mail and answer as required.

· Prepare outgoing mail for distribution.

· Fax, scan and copy documents.

· Maintain office filing and storage systems.

· Update and maintain databases such as mailing lists, contact lists and client information.

· Retrieve information when requested.

· Update and maintain internal staff contact lists.

· Type documents, reports and correspondence.

· Organize travel arrangements for staff.

· Co-ordinate and organize appointments and meetings.

· Assist with event planning and implementation.

· Monitor and maintain office supplies.

____________________________________________________________________________

Period 6:

September 2003 to November 2005

Position:


Key Punch Operator

Organization:

Pakistan Telecommunication Company Limited
Duty Station:

Islamabad 

DUTIES:

· To Assist the Director Headquarters.

· Letter Typing and Documentation.

· Preparation of Monthly Salary of the Section.

· Maintaining the Leave Record of the Section.

· Staff Personal files updating.

· Any extra duty assigned.

____________________________________________________________________________

PART TIME

Period 1:

November 2007 to December 2010

Position


RJ/DJ/Presenter 
Organization
:
Radio Buraq 104FM 




Duty Station:

Mansehra

____________________________________________________________________________

TRAININGS 

· Training on Social Model of Disability held by Pakistan Poverty Alleviation Fund (PPAF) with collaboration of CDD Bangladesh.

· Orientation on identification tool held by Pakistan Poverty Alleviation Fund.

· Orientation session on Management Information System (MIS) held by Pakistan Poverty Alleviation Fund.

· Training on Home Modification and Accessibility for Person with Functional Limitations (PWFLs) held by Pakistan Poverty Alleviation Fund in collaboration with Handicap International.

· Training on Enterprise Development Training for Person with Functional Limitations (PWFLs) organized by Pakistan Poverty Alleviation Fund in collaboration with Empowerment through Creative Integration (ECI) Islamabad.

· Orientation session on Disability Awareness and Community Based Rehabilitation held by Pakistan Poverty Alleviation Fund in collaboration with Handicap International.

· Orientation session on Selection of Training for Person with Functional Limitations (PWFLs) organized by Pakistan Poverty Alleviation Fund. 

· Training on Special needs & Inclusive Education Training Program organized by Rising Sun Institute for Special Children, DHA Lahore in collaborations with Pakistan Poverty Alleviation Fund. 

____________________________________________________________________________










