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EXPERIENCE

Feb’15- Current  

Administration/Management

· Managed and dealt with Human Resource recruiting, hiring managers

· Generated offer letters along with individual employee benefits packages

· Planned and developed budgets

· Designed policies specially tailored to client needs

Pi Pakistan | Karachi, Pakistan                                                                                         Jan’13-Jan’15
Human Resource/Management 

· Tracked expenses, added tax gross-up and over looked reimbursements

· Facilitated a monthly round table meeting to identify and resolve department problems

· Provided extensive on-the-job training and attentive supervision to troubled employees, which resulted in the employee’s success as empowered and accountable team members 

·  Prepared and assisted in publishing human resource manuals

· Observed, planned, and executed internal/external events

· Assisted the team with data entry, research, and mailings

· Involved in identifying vacancies, post job openings

·  Interviewed job applicant with the opening positions, along with background and reference checks

· Maintained constant check on employees and took feedback from them

· Involved in research and development of the online educational website (www.piteach.com)

· Responsible for the orderly management of the website and its content

Bonanza | Karachi, Pakistan                                                                                           Jan’11-Dec’12

Marketing 

· Executed and implemented above the line –below the line marketing strategies

· Created a new marketing perception and reached new target audience and segments

· Assisted the team with the development of ideas through relevant consumer insight and statistics
·  Involved in the planning of production promotional activities
The CAS School | Karachi, Pakistan                                                                                  Jan’10- Dec’10

Geography Teacher, Grade 7 [Three sections]

· Delivered lectures and conducted practical work sessions as per the assigned time schedule

· Prepared concise as well as detailed study notes for prescribed study syllabus

· Prepared and displayed ample number of geographical charts and models [Glaciers/Balkans] to students for visualizing theoretical concepts

· Helped students delve more deeply into subject’s history and exposed them to more information about the world

· Evaluated the performance and ability of students to grasp syllabi through pop-up quizzes and individual assignments

The Daily times | Karachi, Pakistan                                                                                June’04- July’04

Summer Intern- Marketing department

· Interviewed and liaised with entrepreneurs for the launch of a new magazine at The Daily times

· Assisted the team with research and development of the magazine through relevant consumer insight and statistics

· Observed, planned, and executed internal/external events, assisted the marketing team with data entry, research and other tasks as needed

· Involved in the implementation of sales promotional activities

· Prepared and assisted in publishing newsletters, human resource manuals and production of photo shoots and illustrations

ABN AMRO | Karachi, Pakistan 

Summer Intern – Van Gogh [Priority Banking]                                                                        June’03- July’03

· Managed and dealt with key customer accounts, catering to their daily banking needs and building long term relationships

· Answered inquires, questions and complaints of clients liaising with cross functional teams

· Worked on a project in which one had to identify potential customers, create business from the old accounts and reactivate those accounts

EDUCATION

_____________________________________________________________________________________________
Greenwich University | Karachi, Pakistan 

BBA (HONS): Obtained CGPA 2.70                                                                                              April ’05- May’09

Relevant courses: Financial Accounting, Calculus, Brand Management, Organizational Behavior, Financial Management, Marketing Management, Human Resource Management, Psychology, Business Communication, Sales Management, Business Research Methods, Money and Banking

L’ecole for Advanced Studies | Karachi, Pakistan                                                                          Sept’02- May’04

A-Levels: Business Management, Economics, General English and Graphic Design

Saint Micheals Convent School  | Karachi, Pakistan                                                                        Aug’00-June‘02

O-levels: Business Studies, Economics, English Language, Maths, Principles of Accounts, Commerce 

SKILLS 

_____________________________________________________________________________________

· Excellent written and verbal communication skills

· Proficient with MS Office Advanced Excel, Word and Power Point

· Team player

INTERESTS AND OTHERS

_____________________________________________________________________________________ 

· Interest: Cuisines, Reading, Swimming, Music, Yoga and travelling

· Community Involvement: Voluntary work for Dar-ul- Sukoon (Society for under-privileged children) and Hosseni Dada orphanage

Reference to be provided upon request

