[image: image1.png]


Gulfjobseeker.com CV No: 1369920
Mobile +971505905010 / +971504753686 

To get contact details of this candidates

Submit request through Feedback Link

http://www.gulfjobseeker.com/feedback/submit_fb.php
CURRICULUM VITAE
OBJECTIVE:
To become a part of an organization, which recognizes & nurtures of my energy in such a manner that I can prove to be a valuable asset to the organization that I am associated with.
EDUCATION

2012

MBA (HRM) 1st Division


University of Peshawar, Pakistan.

2010

BBA (Hons) 1st Division


Im/Sciences Peshawar, Pakistan.

WORK EXPERIENCE:

Organization: GUL ZAMIN SHAH STONE CRUSH MINING & CONSTRUCTORS (January, 2011 to March, 2015)
Designation: HR-Assistant
Responsibilities:   
· Record data for each employee, including such information as addresses, absences, supervisory reports on performance, and dates of and reasons for terminations.
· Process and review employment applications in order to evaluate qualifications or eligibility of applicants.

· Answer questions regarding examinations, eligibility, salaries, benefits, and other pertinent information.

· Examine employee files to answer inquiries and provide information for personnel actions.

· Request information from previous employers, and other references in order to determine applicants' employment acceptability.
· Compile and prepare reports and documents pertaining to personnel activities.

· Inform job applicants of their acceptance or rejection of employment. 

· Select applicants meeting specified job requirements and refer them to hiring personnel.

· Arrange for advertising or posting of job vacancies, and notify eligible workers of position availability..

· Making available of all the interviews evaluation forms to the selection committee.

· Collection of the interviews forms after the interviews.

· Update leave and absent record of employees
· Conduct orientation to the new hired employee’s.

Organization: PAKISTAN RED CRESCENT SOCIETY (May, 2009 to August, 2009) 

Designation: Management Internee

Responsibilities: 
Administration:

· Assists employees with any benefit claim issues or concerns.

· Administered the day-to-day employee’s quarries, requests and problems.

· Support management by ensuring probation reviews for newly recruited and promoted staff are carried out and information is recorded on personnel files.

· Prepares and maintains reports that are necessary to carry out the functions of the Human Resources department. 

· Update leave and absent record of employees
· Making list of all employees’ absentees and other medical leaves.
Field:
· Registration and verification of IDP’s.
· Regular reporting to the camp line manager on activities and work carried.
· Out during field.
· Sector in charge / cluster team member worked with volunteer team from PRCS.
· IN SHAH MANSOOR IDP’S camp I also helped the field officers of ICRC.
· Forms Filling.
· Providing Food card.
· Distribution of Food package.
COMPUTER SKILLS:

Computer Qualification

· MS Office

· Internet

Skills & Abilities

· Word Processing

· Ms Excel

· Power Point Presentation

· Internet & E-mail Application 
PERSONAL PROFILE
Date of Birth
:
April 12, 1988
Nationality
:
Pakistan
Religion
:
Muslim
Marital Status
:
Single 
Visa Status
:
Visit Visa 

Visa Validity
:
01/07/2015
Address
:
Satwa, Dubai
LANGUAGE
English, Urdu, Pashto.
SKILLS:
A dedicated team player, Also a trustworthy colleague capable of dealing with constant challenges and leading change, Motivated and skilled in cultivating good relations with clients and colleagues, Professional in appearance skills both verbal and written. Good Management, Coordination, Analytical and problem solving Skills.
