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EXPERIENCE PROFILE
· Feb 2011- Till now worked as a H.R / Admin Assistant (M/S Soorty Enterprises Pvt Ltd). 
RESPONSIBILITIES AS HR ASSISTANT
· Payroll Administration around 2400 employees also have ability to handle all Human Resources issues related With payroll i.e. attendance, over time, Target Allowance, Increments sheet, performance appraisal, injury cases issues. 
· Establishing, maintaining and controlling personnel, employees, recruitment relations record, files, correspondence, reports and organization charts. 
· Handle matters related with Employees Full and Final Settlements. 
· Handling personnel files & all record of employee i.e. training, complaints, grievances etc. 
· Look after all files related to government Institutions i.e. Old Age Benefits (E.O.B.I) /Social Security Institution (S.E.S.S.I). 
· Making employee identity Cards & contract labor Cards administration and their record handling. 
· Handle employees Leaves issues and its record. 
· Developed a worker grading system for appraisal of all employees through Motivation & teamwork. 
· Manage Gate In\Out Assets Report 
· Manage Daily Attendance & O.T Report 
· Prepared Bonus & Encashment Payment 
· Manage Filing Record 
· Maintaining Employees strength report and informing about existing vacancies. 
· Orientation of New Employee regarding company policies and procedures. 
RESPONSIBILITIES AS ASSISTANT ADMINISTRATION
.
· Working closing with other departments, increasingly acting as a consultancy professional and assisting the line managers in understanding and implementing procedures and policies. 
· Ensure Proper Report of Maintenance of Offices, Building & Furniture. 
· Responsible for manage all contracts related with the maintenance of Electrical Equipment’s use in office like 
Prox Data4000 (Card Swapping Machine), Bio Metric (Finger Print Reader), Granding (Biometric Finger Print Reader), Fax and Copier. 
· Ensure First Aid Box, Tool Kit and Fire Extinguisher is being properly maintained for any emergency in firm and vehicle also. 
· Manage Vehicle Activities 
· Process Transporter Bills / TA & DA Bills 
· Fleet Management: 
a. Ensure that all Mobile Tankers and vehicles are in good operational Condition and their maintenance is being carried out after coordination with the relevant Dept. and without undue delay. 
b. Monitor Vehicle Fuel Consumption on Monthly basis and take corrective & Preventive Measures in improving the results. 
· Vehicles Fleet and its administration. 
· Responsible for issuance of Employees Number to all newly appointed employees. 
· Responsible for issuance of Office Stationary and Medicine, And also responsible for forward its purchase requisition to the purchase department. 
· Prepare gate passes for vehicle movement and responsible for manage its record. 
COMPUTER SKILLS
	Skill & Abilities
	Proficiency Level
	Practiced Used

	Word Processing
	Good
	Currently Using

	
	
	

	
	
	

	Soft Presentation
	Good
	Currently Using

	
	
	

	
	
	

	Outlook Express
	Good
	Currently Using

	
	
	

	
	
	

	Oracle Program
	Good
	Currently Using

	
	
	

	
	
	

	Payroll System
	Good
	Currently Using

	
	
	

	
	
	

	Spread Sheets
	Good
	Currently Using

	
	
	

	
	
	

	Excel work
	Good
	Currently Using

	
	
	

	
	EDUCATION
	


· Graduation in B.Com from Karachi University 
11 Papers Cleared (Waiting for Result of 2 Papers) 
· Intermediate from (B.I.E.K) (Pre-Engineering) 
· Matriculation from (B.S.E.K) (Computer Science) 
EXTRA QUALIFICATION
· Short Course in Hardware and Networking. 
· 11Month Course of English Language. 
· Short Course in MS Office 
· Short course of Mobile repairing. 
	
	
	PERSONAL INFORMATION

	
	
	

	Date of Birth
	:
	9th Nov 1992

	
	
	

	Languages
	:
	English, Urdu & Hindi.

	Visit Expiry
	:
	9th Mar 2015

	
	
	

	
	
	



