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Target Job.
Target Job Title:
ADMINISTRATION / HR / MANAGEMENT / SECRETARIAL & OFFICE / IT
Career Objective: To work under competitive environment and to accept the new challenging tasks to achieve the organizational goals as well as to develop career goals
	Target Industry:
	Human Resources; Information Technology; Sports and Recreation;

	
	Administration; Airlines / Aviation; Industrial; Telemarketing; Textiles

	Employment Type:
	Employee

	Employment Status:
	Full time

	
	

	Personal Information.
	

	
	

	Date of Birth:
	19 December 1983

	Gender:
	Male

	Marital Status:
	Single

	
	

	Experience .
	

	
	


SENIOR DEPUTY MANAGER HR/COMPLIANCES
NAWAZ ASSOCIATES.
Location:Near 209 wala phatak, Main Jarranwala Road, FSD,PK
Company Industry: Management
Job Role: Administration / Management job Duration: October 2009 - August 2013
Job Responsibilities:
Supervise all personnel department issues i.e. Payroll, Attendance, Employees Information System (Permanent & Contractual), Performance Employees Evaluation & Promotion Increments Issues Final Settlement process etc. (oracle) 
Search out and attract the young and talented candidates for the organization and motivate the existing staff and workers. 
To control the strength of employees in each department. (Oracle) Update the training schedule of worker welfare council (WWC) & Emergency Action Committee. Ensure fulfillment of requirement related to social compliance audit or Customer’s code of conduct. Perform duty as a Management Representative with respect to the Foreign Buyers visit. 
Awards the increments & evaluate the workers/staff after completion the probation period. Update and monitor the fire fighting eqipments. 
Conduct and maintain the Monthly social Audit Reports. Any special assignment given by the Seniors. 

Senior Officer ADMIN & HR
SADAQAT LIMITED
Location: Faisalabad, Pakistan , Small Industrial Estate Sargodha Road.
Company Industry: Textiles
Job Role: Human Resources/Personnel
Job Duration: October 2006 - October 2009.
Job Responsibilities:
To supervise the process of issuing company ID Cards and Cods to Employees either Contracted / Permanent Employee. 
To handle the recruitment process. 
To prepared a monthly salary sheets.(Oracle) 
To check the enrolled record of employees personal file accordingly in 
HRM (Oracle, Payroll System)
To control the strength of employees in each department. 
Solve the matters of Workers regarding salary or any other with the effective communication. To conduct the meetings with Worker Welfare Council & Emergency Action committee. 
To check the vehicles running & maintenance report and mail to the directors. To Check & Verified the final clearance. 
Any special assignment given by the Seniors. 
OFFICER CUM COMPUTER OPERATOR
H A INDUSTIES
Location: Faisalabad, Pakistan , JARRANWALA ROAD NEAR 209 WALA PHATAK FAISALABAD..
Company Industry: Textiles
Job Role: Administration/ IT
Job Duration: January 2005 - May 2006
Job Responsibilities:
To feed the daily activity (in/out) of factory's main gate. 
To feed the employees personal data and record. (Oracle) To check and update the employees attendance. 
To control the factories transportation. To assist the admin manager. 
Education.

Master Degree.
Col MBA (Executive), Affiliated with COMMONWEALTH, VANCOVER,
CANADA. At COMPETE COLLEGE /AIOU.
Location: Faisalabad, Pakistan Completion Date : November 2012
Grade: 68% .
Maj Subjects:
HRM, Management Information System. Marketing Management. Project Management,Research Methodology for Management Decisions.
Final Project Research Work Continue, influence of the downsizing on employer and remaining employees .


Graduation.
(B.COM) Bachelor in Commerce
M A JINNAH COLLEGE OF COMMERCE/ UNIVERSITY OF AGRICULTURE
FAISALABAD.
Location: Faisalabad, Pakistan
Completion Date : January 2004
Grade: 56%.
Maj Subj:
AUDITING, BANKING, COMMERCE, ACCOUNTING.
Intermediate.
(D.COM) Diploma in Commerce
GOVT, COMMERCIAL TRAINNING INSTITUTE BUREWALA
Location: Pakistan
Completion Date : January 2002
Grade: 58%
Maj Subj:
ACCOUNTING, COMMERCE, TYPING.
High school or equivalent.
GOVT, MC MODEL HIGH SCHOOL BUREWALA
Location: BUREWALA Pakistan
Completion Year : 2000
Maj Subj:
Physics, Chemistry, Biology .

Languages.
English, Urdu, Punjabi.
Level: Good

Training / Certifications / Achievements.
Honour Certificate of best player of the cricket of Govt Commercial Training Institute 
Burewala. (2002) 
Diploma in Computer Applications (DCA) from Byte Computer College Sahiwal (2002) Civil Defense training certified of Govt of Pak (2007, 2008) 
Training Certified of Govt, of Pakistan Motorway, Highway Police(2012) 

AWARNESS.

SAP (ABAP), WRAP, SA-8000, HSE.

REFERENCES.

On Demand...

