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Creative, results-oriented HR leader with over 6 years experience in HR management and Administration. Particular strengths in organisational development, supporting senior business management and personal growth. Looking to expand experience and vision by doing work with MNCs and Industries where Human Resource would be a key drive factor in terms of organizational growth. Open to relocation anywhere in Pakistan and outside the Pakistan.
Education
	BBA-IT (Hons) (2006)


University of Central Punjab Lahore

ICS (2002)

Punjab College for Women, Multan

Metric (Science, 2000)

B.I.S.E Multan
Work Experience
Administration Officer

	2013 – 2015
	Saleem Akhtar & Associates


· Provides administrative support for the Islamabad office. Provides support to the company visitors, clients, candidates, and employees.
· Responsible for the day-to-day general administration of the organisation, assisting the

· Chief Executive and supporting the staff team.
· Responsible for collection, process and communicate each and every case, from and to the client and all stakeholders.

· Responsible for visit different departments (like FBR, CDA, ISE and SEC etc) in order to keep track of the case and on need basis

· Also responsible for paying checks and salaries to the staff and other stakeholders if needed and keep track of each payment.

	HR Officer 

2011 – 2013                 Attock Textile Mills              



· Apply knowledge of talent acquisition practices and understanding of company’s business and culture to identify, engage and hire talented individuals. Partner with assigned business units to determine hiring needs, market trends and effective sourcing strategies. Provide excellent customer service, both internal (hiring managers, interviewers) and external (candidates, community/campus contacts).

· Assists in the day-to-day performance of recruitment functions with a particular emphasis on full recruitment lifecycle candidate processing. Manages candidate due diligence processes.

Monitor staff performance and attendance activities.

· Coordinate staff recruitment and selection process in order to ensure a timely organized and comprehensive procedure is used to hire staff.

· Provide information and assistance to staff, supervisors and Council on human resource and work related issues.

	Admin Officer (Intern) 

2007 – 2008              National Police Academy Islamabad              



· Highlighted responsibilities were Human Resource Development, Recruiting, General Administration, Team Assessments and Performance Reviews

	Customer Care Information 

2005 – 2007              Mobilink              



· Core responsibilities at Mobilink were; Talent Acquisition, Wages, Trainings and Development, Employee Retention Programs and Strategies, EQ and Career Development, Manage daily Operations and take care customer queries.
Key I.T Skills
· Office Related Suites Exposure

· Microsoft Office 97/2000/XP/2010. Google Talk, Google Docs/Drive, Skype.
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