	
[image: image1.png]




	Gulfjobseeker.com CV No: 1338510
Mobile +971504753686, +971505905010  

cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php


	Personal Profile
	· Entrepreneurial and pro-active - strong drive and keen business mind 
· Identifies and develops opportunities; innovates and makes things happen 
· Good strategic appreciation and vision; able to build sophisticated plans 
· Determined and decisive; uses initiative to meet and resolve challenges 
· Strives for quality and applies process towards optimizing performance 
· Have studied Recruitment and Selection, Training and Development, Performance Management as elective courses
· Functional Area:  Human Resource Management

	Education & Qualification
	· University of Management and Technology (UMT), Lahore              
MBA  (HR)

2013
· University of Management and Technology (UMT), Lahore
BBA(H)


2011
· Garrison Science Degree College for Boys, Lahore                                          
ICS

2006
· Garrison Boys High School, Lahore
Matriculation

 
2004

	Professional Experience
	Pepsi (Riaz Bottlers pvt ltd)                                     Nov 2013 - Dec 2014
HR Generalist (MTO)
Recruitment & Selection
· Visited HEC recognized universities placement offices.
· Attended Job fairs of different universities.
· Conducted Initial interviews

· Scheduled interview with Head of respective department.

· Scheduled interviews with Head of Human Resource.
· Preparation of Job Description and Offer Letters
· Joining Documentation completion

· Intimation of new joining to concerned departments.
·      Preparation of Employee Files.
· Orientation of New Employee.

· Updated Departmental Manpower.
Training and Development
· Conducted Health Check Survey and PDR forms on quarterly and yearly basis respectively

· GAP Analysis of Employee performance

· Discussion of performance gaps with HOD and then schedule training to fulfill the performance gaps.

· Prepared Policies & SOPs
· Discussed policies with Assistant Manager and Head of Human Resource

Compensation and Benefits
· Allocation of Network SIM and Mobile phone to the employee.
· Registration of new joining on Health & Life Insurance Plan

· Delivery of Vehicle to the employee.

· Payment to different vendors.
· Complete Handing over and Taking over process
De-Hiring:
· Handing and taking over of the company provided valuables

· Clearance form filling 

· Arranged Exit Interview with the employee

· Preparation of Experience Letters.

Enmasse Consultant                                                  Apr 2011- Nov 2012
HR Officer
· Job Advertisement.
· Scheduled interview/ Exploratory Interviews
· Preparation of Offer Letters/ Joining Documentation
· Buying and Delivery of Mobile phones and Laptops.

· Arrange Trainings for Senior Managers.
· Preparation of training calendar
Pak Elektron Ltd, Lahore                              20 Jun 2011- 10 Aug 2011
Intern

 

· Assisted in generating daily sales report from market and other areas

· Assisted in idea pitching that how can we generate more sales

· Assisted the manager and GM Marketing in developing the advertising strategy

· Voluntarily participated in the exhibition of PEL in Expo Center, Lahore

	      Projects

	· Developed a research report on the recruitment and selection process of National Bank of Pakistan with details on how do they recruit and select their employees and what was their procedure of promoting employees
· Examined the performance appraisal system and benchmark of performance appraisal system of National Bank of Pakistan. They have defined their criteria of performance on which they gave incentive and promotions to their employees. Identified some problems in the performance appraisal and gave recommendations
· Prepared a research report on training and development process in Telenor that they how do they train employees and develop required skills in them

	       Skills
	· Exceptional work ethic, with strong values and principles,

· Able to work well independently and with minimal supervision;

· Good team player;

· A firm commitment to the company’s success;

· Flexible and accommodating and able to go above and beyond the basic expectations when required;

· Detailed-oriented, with attention to detail for tasks that have zero    tolerance for errors;

· Absolute commitment to customer services;

· Exceptionally strong communication skills, both written and verbal.

	Interests
	· Cricket, Fitness, Television, Watching current affair shows, Driving cars 
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