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PERSONAL
	Date of Birth:
	1ST  Feb 1993
	
	

	Marital Status:
	Single
	Current Location:
	Dubai 

	Nationality:
	Pakistani 
	
	

	


Objective 
A challenging career which enhances my work capacities, skills and business knowledge.
Experience 
Dec 2014 – Feb, 2015

Centangle Interactive (pvt.) limited

Islamabad
Designation:

HR & Admin Assistant
· Perform HR & Admin functions.
· Handling incoming memos and reports to determine their significance and to distribute
· Handling bottom and middle level recruitment (Screening and updating resumes of candidates, lining up the candidates for interview, co-ordinating technical tests, conducting interviews, negotiating offers and follow up (until the candidates join).
· Conducting pre- employment verification from the last employer and via references.
· Structured and conducted orientation programs for the new employee. 
· Maintain and update employee database.
· Ensure that human material resources are correctly utilized.
· Interacting with employees on regular basis and informing/ explaining their duties and responsibilities, work schedules and working conditions, company policies, and promotional opportunities.
· Participate in the conduct of investigations when employee complaints or concerns are brought forth.
· Assisting the Department Head in performance appraisals & grievance handling.
· Managing training activities.
· Arranging meeting for the sales and marking team.
· Meeting with the sales team to evaluate their performance. 
· Evaluate the marking team. 
· Updating social media website.

· Keeping relationship with the existing customer and responding to their queries. 
Attend weekly management meetings including weekly report on goals achieved and problem resolution
June 2014 – July 2014

Aga khan Health services Pakistan


Chitral
Designation:

Assistant HR Manager (Internship)
· Responding to incoming email and phone enquiries. 

· Arrange and organize the training conducted. 

· Keep summaries and detail reports of all the training conducted
· Prepare call letters, appointment letters, staff contracts, renewal letters, experience certificates for staff members, trainees, students and volunteers

· Maintain and update staff personal files and records

· Keep attendance records of  staff projects/centres

· Update HR Database
· Maintain record and attendance of field work students
· Arrange different events.

· Accomplishes organization mission by completing related result as needed. 
· Other responsibilities deemed necessary by the Executive Director

Education

 BS Commerce (HRM)          University of Peshawar 
Specialization/ Major subject: Human Resource Management 

Minor subjects: Finance, Accounting and Marketing
Other Skills:

· Proficiency in various computer packages like window, MS office, internet and managing email.

· Experience in coordinating teamwork.

· Excellent correspondence and communication skills in English, Urdu and Pashto.
· Resourceful, independent, fast-learner, focused dynamic and goal- oriented.
· Adapt easily to work environment and colleagues.
· Management skills.
Courses/workshops

· English conversation course:




Dec, 2013 - Mar, 2014.

· Workshop on financial modelling in Microsoft excel

March, 2014
Language skills


· English (Read, Write, Speak)

· Urdu    (Read, Write, Speak)

· Pashto(Read, Speak)

· Chitrali (Read, Write, Speak)
· Arabic (Read)
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