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	OBJECTIVE


To earn a position as Human Resources Executive with a growing and ambitious organization which will provide me with an opportunity to not only contribute to its success, but also develop my skills and capabilities.
	STRENGHTS


· Specialized in tasksinvolved in recruiting, selecting, interviewing and appraising candidates and managing payroll report.
· Strong logical and problem solving skills, with the ability to make critical decisions.
· Good written and verbal communication skills. 

· Trustworthy, discreet, ethical, and a hard worker.
· Ability to prioritize task to ensure maximum efficiency.
	EDUCATION



 2014
MBA, HRM

PAF- Karachi Institute of Economics and Technology 
 2011
B.S Economics

Karachi University 
	WORK EXPERIENCE


Position


  HR Executive
01 Aug 2013 –30 Nov 2014 (1.5yr) EA Consulting Pvt.Ltd

Karachi, Pakistan
Consulting firm established in 1981, with work force of 1000+ employees, Company provides consultancy services for planning, engineering and design in variousfields of Engineering and Architecture.

Responsibilities

· Assisted department head in the process of recruiting. 

· Interviewing and selecting candidates for the employment as well as coordinating with external recruitment sources.
· Planned and managed indoor events as well as communication, coordination and clients arrangements.
· Communicating with employees at regular interval to create familiarization.
· Coordinating and publishing quarterly newsletters with assistance of other departments.
· Updating job descriptions and maintaining employee personal information.

· Conduct performance appraisal and evaluations.
· Preparing offer letters and employment contracts according to the recruitment and resignation of the employees.

· Maintainingaccurate and currentrecords in HRIS system of all the workers working on different projects and at other branches.
· Process and prepared salary receipts for employees working at the Head Office and on projects.
· Handled tax accounting activities including tax deduction calculations.
· Communicating with supervisors and employees on the organization about the legal issue.
· Adhoc tasks assigned by the Management.
	CAREER ACHIEVEMENTS


· Developed and implemented new HRIS system which tracked all the employee information, including performance, pay increase, holidays and leaves and functional responsibilities.
· Assisted and developed career development programs which enable new employees to advance skills.
· Created brochures and jackets of each departmentdiscretely including their main project work and services provided for corporate client.
· Conduct training sessions for employees on diverseincapabilities recognized by managers.
[
	EDUCATIONAL ACHIEVEMENTS


· Certificate holder of Debate competition held at PAF-KIET

· Certificate holder of Management Game held at PAF-KIET
· Certificate awarded for being representative of PAF-KIET at Educational Expo held at Expo Center
· Awarded for being Best Management Student at PAF-KIET
	COMPUTER SKILLS


· Microsoft Word

· Microsoft Excel

· Microsoft Powerpoint

· IBM SPSS 
	LANGUAGES


· English, Urdu, Gujrati
	INFORMATION


· DOB : 10th Aug,1988
· Nationality: Pakistani

· Current Location: Sharjah, UAE
· Marital Status: Married
· Visa Status: 2 years (Husband Visa)
***
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