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Objective: 

Seeking a challenging position in HR & to work with organization which encourages growth & knowledge enrichment that will enable me to enhance my capabilities & skills as in the same field.

Career Related Experience:

Present                  

TPL Trakker Limited (Assistant Manager Personnel)

Responsibilities:

· Vetting of Employee Hiring Documents 

· Salaries and Overtime preparation and coordinate with Manager Finance & Manager Admin

· Maintaining Personnel files and records of Hired and discharged employees

· Updating records in HRMS

· Confirmation of Employees 

· Attendance Records

· MIS Reports and Analysis.

· Attending employees’ grievances and complaints; providing guidance if necessary

· Keeping track of company’s licenses expiry and its renewal in coordination with Finance department.

· Billing and collections follow up

· Secretarial work for Head of Department.

· Handling Purchase orders and vendor management.

2005-2010
TPL Trakker Limited (Senior Executive)

During this tenure I performed multiple responsibilities

· SIM’s Activation

· Worked as a team leader in Defaulter Recovery project in which I gave daily task to perform such as recovery of defaulter units and collection. 
· Coordination with FIG’s for repossession of vehicles.

· Maintain daily MIS of Collection and Recovery of units

· Invoicing and collections

· Maintaining daily MIS of Snatched and Stolen vehicles.

Special Assignments in TPL Trakker Ltd.

· Performed audit of systems and discovered the flaws and gave suggestions for improvement.

· Coordinated with Team of Software Developers for implementation of Oracle ERP, My area was Purchasing module and HRMS.

· Worked on Vehicle Tracking Module and coordination with recovery teams.

JUNE 2004 – MARCH 2005    
Nabi Qasim Pharma (Pvt) Ltd. (MIS Department as Coordinator)
· Worked as MIS coordinator on SCREAMM Project (System For Customer Relation Evaluation and Marketing Management) This system was developed for field force of marketing department to store the information of Doctors, their work places, timings and associated chemists.

2002-2004        


QCYBER INTERNET CAFE
· I operated my own Business in which I managed Customer Service, Business Development, Sales of Computer Hardware, Accessories and ISP Packages.

2000–2001      PROCON ENGINEERING (PVT) LTD - PPMC Department (Production Planning & Material Control as Junior Officer)
· Preparing production planning schedule on monthly basis and updating the daily report of ready to dispatch materials and backlogs.

· Coordination with departments engaged in production process, taking measure to remove bottle necks and reducing cost.

· Coordination with OEM (Original Equipment Manufacturer) to ensure on time delivery of their goods.

· ISO 9000 documentations and its compliance

1998–1999       PAKISTAN ENGINEERING WORKS - Administration Department as Admin Assistant 

· Salaries and Overtime of Employees

·  Attendance

·  Preparing Reports and Presentations for Weekly Meetings

· Attending Queries of Customers and Vendors

· Follow up for Payments of Vendors

Academic Credentials

· Jan 2005- Dec 2011)
MBA(HRM) from M.A.J.U (Muhammad Ali Jinnah  University, Karachi)
· (1996-1997) 

Bachelor Of Arts  KARACHI UNIVERSITY 

· (1996-1997)

Diploma In Computer Science  PETROMEN 

· (1998)

6 Months Certificate Course in Oracle RDBMS from Ora-Tech 
Computer Skills:

· Windows 9x/NT/2000/XP, Ms Office, Visio, Web Browsing

· Basic Networking and PC Trouble Shooting.

Self-Appraisal Profile:

· I am a self-motivated person who is diligent and ambitious.

· I am adaptable and willing to learn and take on new challenges.

· I am highly professional, confident, organized and possess a pleasing personality and have the ability to interact well with the people.

Personal Profile:

Date of Birth


December 23, 1975

Nationality


Pakistani

Place of Birth 


Karachi

References:

Shall be furnished on demand

