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Objective

Seeking a challenging Human Resource related opportunity with an organization that sees HR as a business partner.

Professional Summary
07 years experience at Alcatel Lucent Pakistan Limited as an outsource employee. Have experience of working with professional diverse background.

1. RLA (Resource Location and Assignment) Executive - March 06, 2014 (end)
2. Project Coordinator - May 24, 2007 (from)
Qualification

Master of Business Administration - 2007

Professional Experience

RLA Executive

· Work with Lead BP and line for identification of workforce requirement – Projects based.
· Recruitment process for the right talent acquirement – project based.
· Employees training and development.

· Administrative support – project based.
· Financial support – project based.
· Debiting support – project based.
· Sales booking support – project based.
· Employees filling – software / hardware.

· Compensation and Benefits – administer salary adjustments.

· Payroll processing.

· HR reporting.

· Health, safety and security.

· Policies implementation.

Project Coordinator

· Project vehicle’s management – Drivers, Fueling, Maintenance.

· Invoices verification and cost allocation – monthly accrued based.

· Assets management – policy based.

· Time Sheets management – policy based.

· Reimbursement of expenses management – policy based.

· Air ticket booking (local / foreign) – policy based.

· Hotel reservation (local / foreign) – policy based.

· Expats pick and drop – policy based.

Tools

· ISIS Tool – Debiting & Sales booking

· RA Tool – Resource Assignment

· My Contractor Tool – HRIS
Trainings

· Business Communication Skills
Pakistan Society for Training and Development (IBD) - 2012

· Advanced MS. Excel
Pakistan Institute of Management (KHI) – 2009
Skills
· Computer
· Interpersonal and Communication

· Time management
· Team management
· Languages (English, Urdu, Pushto)
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