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OBJECTIVE
                 To improve my professional abilities in an esteemed and dynamic organization of excellent repute offering prospects of intellectual and professional growth in exchange of professional commitment.

EDUCATION
· Masters in Food Sciences and Technology ​– MSC ( 2014 )
· Bachelor in Food Sciences and Technology – BSC ( 2010-11 )
Areas of Knowledge & Skills
· Sound knowledge of quality assurance, quality control and standardization

· Microsoft Excel,  Microsoft Word and Microsoft PowerPoint

· Problem solving, and organizational skills
· Highly inquisitive, detail oriented, creative, resourceful and able to effectively work with all leadership levels
· Fluent in written/spoken English and Urdu
· Presentable, professional, honest and hard working
· Positive attitude with a strong team ethic
· Well Confident
PROFESSIONAL EXPERIENCE:
ORYX HOTEL (OCT2014-TILL NOW) – ABU DHABI_UAE
HR COORDINATOR

· Recruitment, maintenance of employee records and development of employees. 
· Record keeping and updating of records of all employees
· Keep records of personnel for visas labor cards, and other important documents
· Maintain absolute confidentiality of records.
· Database management in MS excel on weekly & monthly basis
· Coordinate with account department as per the requirement
· Maintenance of photo files
· Filing & Documentation work on weekly basis
· Responsible for general administration work

· Coordinating with the managers regarding the proper implementation of policies and procedures implemented by the company.
· Coordinate with several departments to maintain the consistency of the process implemented by the company.
· Assess performance of the employees as well as issuing appropriate disciplinary actions or recognition based on employee behavior and performance.
· Assist with employee staffing

SYNC RESOURCES EVENTS MANAGEMENT (MARCH2014-AUG2014) – Dubai_UAE
Operations Manager
· Planning and organizing 
· Coordination and supervision

· Overseeing the supervision of employees and facility layout
· Conduct office management tasks

· Ensure safety regulations are adhered 

· Implement measure to provide motivation for employees

· Review customer reviews and customer related statistics

· Perform training sessions
SILK BANK (MAY2012 – SEPT2012) – Karachi_Pakistan
Sales Executive

· Complete process of account opening

· Worked as an operation assistant

· Bring in new customers and increasing revenues by strategic decisions
· Generate new business through presentation of bank products to customers and follow up
· Maintain the documents for bank record
· Work closely with the marketing team to produce any sales collateral required for the target market
· Plan and organize the day to ensure all opportunities are maximized
· Deal with customer enquiries face to face, over the phone or via email
· Provide best services to the existing and new customers
KASB BANK (OCT2012-DEC2012) – Karachi_Pakistan
Personal Banking Consultant
· Complete process of account opening
· Process of term deposit booking and maintaining record

· Process to issuance of lockers and worked as a locker custodian
· Represent bank at trade exhibitions, events and demonstrations
· Identify the customer’s needs

· Contact prospective customers and discussing their requirements
· Provide best services to the potential customers

· Access and update the details

