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objectives 

I am in a constant search of an environment where I can prove myself worthy & enthusiastic & express my skills in my field, as a HR professional, practitioner and generalist.

academic Record

· M.B.A (HRM)
2012-2013


· CGPA : 

3.56/4      
· University of Sindh, Jamshoro
· B.B.A

2009-2011
· CGPA 
:
3.05/4
· (IMSA) University of Sindh, Jamshoro
· Intermediate
2007-2008

· Grade

“A”
· Govt. Degree College Tando Jam
· Matriculation
2006

· Grade

“A”
· Saint Paul’s High School Tando Jam
EXPERIENCE
Position: Human Resources Officer- South
Organization: Premier Group
 Place: Hyderabad
 Functional Area: Human Resources

 Manager: Amin M Nasrullah
July,2014 to Present
Job & Responsibilities
· Dealing, coordinating and facilitating branch managers of 8 branches.
· Helping implement organizational changes.
· Developing & Implementing HR policies and procedures.
· Dealing with complaints and discipline procedures.
· Developing and implementing policies on issues like working conditions, performance
Management, equal opportunities, disciplinary procedures and absence management

· Dealing with grievances and managing it.
· Recruiting staff - this includes developing job descriptions and person specifications,
Preparing job adverts, checking application forms, shortlisting, interviewing and selecting candidates, preparing reports and making recommendations to management about staff appointments.
· Interviewing candidates from office boy to managerial level.
· Meeting target of hiring in specified time.

· Shooting an email for newly appointed employees at Officer and managerial level.
· Company orientation for new comers.

· Providing facilities of Health & Life Insurance, Provident fund, Neck cards to around 500 Employees.
· Getting prepared visiting cards, arranging phone and SIM cards for the Managerial & Officer level Staff.
· Keeping employee records/ Documentation of around 500 employees.
· Assisting and counselling employees with work matters, career development, personal
problems and Organizational matters.
· Working closely with various departmental Officers/ Field supervisors, increasingly in
a consultancy role, assistingline managers to understand and implement policies and procedures.
· Promoting equality and diversity as part of the culture of the organization.
· Analyzing training needs in conjunction with departmental officers & Branch Managers.
· Training employees of all 8 branches.
· Maintaining attendance, looking after attendance machine and reducing absenteeism.
· Administering payroll.
· Making sure staff have the right pay and benefits.
· Looking after each and every HR matter of all 8 branches from Recruiting till final
    Settlement.
 Position: HR &Admin Internee (Volunteer)
Organization: Sindh Joshua Association

 Place: Tando Jam 

 Supervisor: Nasir Bhatti

Jan 2014 to July 2014
 Functional Area: Human Resources & Administration
Job & Responsibilities 

· Performing recruitment activities, interviews, and evaluating candidates for required positions. 
· Conducting new employee orientations.  
· Maintaining attendance.

· Managing employee record.
· Resolving employee complaints related to difficult or very complex situation at work.
· Acting as liaison between employee and ensure effective utilization of plans and positive employee relations.
· Keeping management advised of potential problem areas and recommending/implementing solutions as appropriate.
· To be responsible for office managements and records of the organization.
· Conducting exit interviews.
· Performing other HR generalist duties as assigned.

· Completing reports for management as requested.
· Supervise and manage all day-to-day office administrative activities.

· To prepare the Agenda, call meetings of the General Body and Executive Committee.
· Be responsible for execution of all the resolution and directives of the Executive Committee and General Body.
· To prepare Annual Report about the work done by the organization and submit it in the meeting of Executive Committee.
· Assisting with preparation of annual action plan.
· To verify all bills, vouchers etc and forward them to the treasures for secreting and payments as
per rules.
· Acting as a representative in local community.
· Performing outreach to community sources as needed.
.


INTERNSHIP
Position: Human Resources Internee
Organization: Strengthening Participatory Organization (SPO)

Place: Qasimabad

Supervisor: Dhanesh Joshi

(11thJuly 2013 to 26th Aug 2013)

Functional Area : Human Resources
Tasks & Responsibilities

· Maintaining Attendance & Time Sheets

· Maintaining & Managing Personnel files

· Documentation/Filing
· Assist in Recruitment & Selection process
· Advertising & Posting Jobs on Social Media
· Assist in Sorting incoming resumes
· Assist in scheduling & Preparing Interviews
· Assist in reference checking

· Assist in Performance Evaluation
· Assist in Registering Employees to EOBI
· Performing Other duties as prescribed
INTERNSHIP
Position: HR Intern

Organization: Zulfiqar Industries Limited

Place: Hyderabad

Supervisor : Shakir Hussain

(13thJune 2013 to 30thJuly 2013)

Tasks & Responsibilities

· Assist in managing Pre-Employment Processes 
· Advertising & Posting Jobs on Social Media

· Assist in sorting incoming resumes 
· Complete and mail out regret letters 
· Coordinate candidate interviews, physicals, and testing.
· Assist in reference checking

· Complete and mail out offer letters.
· Performing all other tasks as asked
Extra curricular activities 
· Three Days Tailor-Made training workshop on “Financial Management” Held on 27th to 29th August,2013 at SPO – Hyderabad.

· Three Days Refresher course on “Human Rights & Good Governance” Held on 22nd to 24th October, 2012 at SPO – Hyderabad.

· Three Days Training workshop on “Conflict Resolution” Held on 16th to 18th July, 2012 at SPO – Hyderabad.

· Three Days Training on “Camp Coordination and Camp Management” Organized by IOM on 30th September to 1st October 2011 at Indus Hotel-Hyderabad.

· Three Days Training on “Project Proposal Writing” (Disaster Management) Held on 21st to 22nd September, 2011 at SPO – Hyderabad.

· Three Days Workshop on “Organizational Management” Held on 21st to 23rd March, 2011 at SPO – Hyderabad.

· Three Months course of “Computer Hardware” Organized by National Vocational and Technical Education Commission at Govt Monotechnic Institute Tando-Jam. 

· Three Days Training on “Human Rights” Held on 11th to 13th February, 2010 at SPO – Hyderabad.

Computer skills
· Ms Office

· Ms Visio
Professional skills
· Enthusiastic, Hardworking, Keen to learn and develop new skills.
· Interpersonal and communication skills

· Presentation skills


· Ability to work independently& with team as well

· Positive attitude

· Pleasant personality.
· Time Management Skills

· Organizational skills
· Respect diversity
English proficiency
IELTS:  Overall 6.5 with no less than 6.5 in each.        
Personal Information
Date of birth

:
03-07-1989

Nationality

:
Pakistani 

Marital Status
:
Single 

Religion 

:
Christian






