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OBJECTIVE:
Seeking a position in an office environment, where there is a need for a variety of office management tasks ,including – HR & computer knowledge, organizational abilities, business intelligence and database program use.
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ACADEMIC QUALIFICATION:
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SZABIST, Islamabad, Pakistan
Degree:MBA

Major subjects:
Recruitment and selection, Compensation management,

HR learning and development, performance and talent management.
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PMAS-ARID AGRICULTURE, Rawalpindi, Pakistan
Degree:
BBA (Hons)

Major Subjects:
HRD, Training and development, organizational development, HRM,IHRM,

Leadership.

Board of technical education, Peshawar, Pakistan
Certification :
Information technology

Major subjects:
MS-Office, Office automation, Networking, E-Commerce
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REGISTRATION FORM (JAN 2015)

Paste Photo here Date \Q‘ - 0O\~ % \Bﬁ CVNo \ ER 3 égi"

Profession / Specialty ueR ﬁ}%g‘\\gsefv"\’ — M\v\\m‘\ (bcg&m&%’f*

Industry / Projects H R = ﬁAYV\‘\ v

Nationality Ioa /O'S(Z'nl' Place of Birth / City of Origin \{U)cﬂ \ qua‘glan .

Gender D/V\/Ia}e O Female Marital Status §7 [D/S'mw,lc- [ Married [ Separated

Religion 1$] G0 Birth date ( DD-MON-YEAR) 03-03-R&%

Languages Mother Tongue pcdh‘tu ér‘é US)-) ) U'yd/()] PA njc " l&ihﬂd.v

Qualification m g ﬁ

Gulf Experience - Years ____ ) Months Total Experience a _Years __Q__ Months

Gulf Driving License O Yes No Do you have own car? O Yes [D/No

Visa Status Ms{t O Employment [ Dependent Visa Validity Date D2§ ™\ Y ‘S

Employment Status O Employed back in Home Country O Employed in Guif C/Jch Less-Unemployed

What is your arrival date in Gulf Country? 2.9 -~ DeC. 201l What is the reason for your Job Search? 19 finel 5LDd Job inUAE
How many jobs you have applied so far?  A{mef / 20 Yo How many interview calis you have received so far? 3

Last Drawn Monthly Salary Currency ppe Value ls-cDO\, Salary Drawn Per Day Fﬁk QS i 'S?)O [——
Expected Salary Currency AS S | Value [{,g‘ ’< O Bank Statement O Offer Letter O Contract

How much notice period you will need to join new position? V{ar Join Immediate 0 1W

Do you have any kind of health condition which can hamper you to perform your duties? m‘t towork O Yes_

Do you have any kind of outstanding loans / finance / credit card facilities to repay? DW} O vYes

Do you have any kind of civil or criminal cases pending against you in any courts? fj/No O Yes

What is your talent? Describe in detail Mj le(lq, ;( 9 Cen f‘L\.M'CJCLg O(TL(:?’ N‘O'{% o Cbanp'ng
envitnpwdt - 9 Can  Improv? eng System .

PCL Certificate Gulf Experience High Academic Sco Mark Sheet \ Worked 2+ yrs with employer

Fitness Certificate Gulf / Intl Driving License Post Graduate & Above Education ' Promoted in Previous Job

IT Literacy ‘ Arabic Proficiency On Job Training Certificates ‘ Awards or Appreciation \
IELTS Proficiency Experience Verified '

Bonus Score ‘ + Guif Score 9] + Education Score 3 + Experience Score l‘_

Based on documents verified by our HR Assistants the candidate has achieved total score points of = Total Score 6

To Interview this candidate please contact Gulfjobseeker.com Office Phone No 04-3970978




WORKING EXPERIENCE
Reputed Firm, Islamabad,Pakistan
Dates :
Jan 2014-Nov 2014
Job title
Coordinator Admin
Industry:
Hospital

Responbilities
· Recruits, interviews, tests and selects employees to fill vacant positions 
· Plans and conducts new employee orientation to foster positive attitude towards company goals 
· Updates employee spreadsheet with employee change requests and processes paperwork. 
· Schedules meetings and interviews as requested by Line Manager. 
· Files papers and documents into appropriate employee files 
· Making duty roaster for employees 
· Maintain and update attendance of employees 
5 Star enterprises, Islamabad,Pakistan
Dates :
July 2012-Aug 2013
Job title:
Admin Assistant
Industry
Event management company
Major duties and Responsibilities :
· Answer telephones and transfer to appropriate staff member. 
· Create and modify documents using Microsoft Office. 
· Maintain hard copy and electronic filing system. 
· Coordinate and maintain records for staff office space, phones, parking, company credit cards and office key 
INGO Qatar Charity, Swat, Pakistan
Dates:
Aug 2011 – Sep 2011

Job Title:
HR intern
Industry:
Social sector


Core competency and acquired skills:
· Basic Oracle software use 
· Office administration & management 
· Excellent communication and organizational skills. 
· Familiar with basic knowledge of computer skills. 
· Good understanding of current information technologies 
· Ability to work independently and take initiative; 
· Problem solving and work under pressure. 
Fields of Interest:
· Human Resource Management: Interested to work in area of human resource management for having opted relevant business school courses. 

HOBBIES / ACTIVITIES:
Adventure Sports, Hiking, Movie, Sight seeing

Internet surfing


LANGUAGES
	
	English
	Good

	
	Urdu
	Expert

	
	Pashto
	Expert


· Panjabi Intermediate 
References :
Hedayat Ullah Field Engineer at Al-Mossod Drilling Co ltd.(00970508138703)

