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Profile Summary
I have Executive Master in Business Administration (E-MBA) in Human Resource (HR) along with 
5 years of Administration and Human Resource Management experience. Summarizing core areas of expertise in (HR & Administration) skills are;
•Well Aware of All major aspects of HRM Like: 

Recruitment, T&D, Staffing, Safety & Security, Employee Relation, Compensation & Benefits, Performance Appraisals, HRIS, Policies and Procedures implementation etc.

•General Administration (Office & Staff Administration)
•Leadership, Team building & Management

•ISO-QMS and HSE Planning and implementation.
•Repairing & Maintenance.
•Transportation & Shipments



•Extra ordinary Coordination & Follow up skill.
•Sufficient knowledge of computer and social media skill
•Good experience of Research and Analysis.
•Answering Telephones & Handling mails


•Event Coordination, Meetings, Appointment setting.
Carrier Object
            I intend to establish myself in the field of Administration and HR through a long term commitment, climbing up the organizational hierarchies to the top by contributing to the company's growth and in re-turn ensuring personal growth within the organization. I believe that my technical, functional and communication skills will enable me in facing the challenging career ahead. 
PROFESSIONAL EXPERIENCES
Total Experience:
9 Years
Position:
Assistant Administration & HR Manager (1 Year 8 Months)
Employer:
ALMINA Group of Companies (Riyadh Saudi Arabia)


Electric Panel Board Factory Co KSA. 
Plastic Products Factory Co KSA.


Detergents Factory KSA


Plastic Products UAE



Power Point Electric Switch gear UAE
General Contracting & Trading KSA&UAE
Duration:
(May 2013 to Jan 2015
Job Description

· Recruitment (Dealing with agents, agencies and social media for new hiring)

· Handling new visas, air ticketing and keeping records  
· Contract Writing and negotiations


· Train employees on system and work environment
· Assuring the Health and Safety of the employees 
· Staffing accordingly, Handling employee issues
· Employee relation & Conflicts resolution 
· Supervising (Reception, Office, Security and Cleaning staff) 
· Managing administration, Attendance and payroll 

· Preparing Compensation & Benefit proposals 

· Performance appraisals and reports generation

· Managing Residence of employees  


· Transportation, Repairing maintenance

· looking after the HSE and ISO matters

· Preparing associated documents and Forms for all departments
· Providing support for implementing the standards.
· Developing training plane with Quality & Training Manager
· Preparing QMS Internal Audit and keeping Record 
· Review about non conformities and achievements. 
· Keeping the record of repairing and Maintenance, Non conformity, complains and action taken.
· Conducting the Safety drill, checking the implementation and following of the rules, use of PPEs.
· Hazards analysis and Risk Management before and during work.
Position:

Research Officer & Event Coordinator

(2 years 7 months)
Employer:
MEET (Managers, Executives, Entrepreneurs and Trainers) (PAK)
Duration:

June 2010 – Jan 2013

Job Description

Coordinating and holding up the team with Project Manager.

Generating reports
Arranging Training sessions and workshops as required.
Project:
Position:

Research Officer FCCI(Faisalabad Chamber of Commerce & industries) (PAK)
Employer: 
MEET (Managers, Executives, Entrepreneurs and Trainers) (PAK)
Duration:

June 2010-July 2010 

Job Description
Capacity Building Project by CIPE(USA) through MEET(PAK), 

Conduct research to find the deficiencies of chamber, 

Getting the interviews of FCCI members and employees upon the working of FCCI & how to improve it, 

Conduct the workshops and training sessions on different topics as Video conferencing, Young & Women Entrepreneurship, Chamber Services and Customer Relationship and so on.

Position:

Administrator
(2 Years 8 months)
Employer:
MTN (Management Training Network Academy) (PAK) 
Duration:

May 2010 – Jan 2013 
Job Description
Managing and Controlling the whole Academy with coordination of Teacher and Staff for Quality Education. Preparation of weekly tests and reports shearing with Parents.
Maintaining the Student teacher meetings, Celebrations of events.
Annual Programs for appreciations of Position holders.
Supports Galas and Tours of different Places.
Looking after general maintenance

Advertising and promotions for development
Position:

Coordinator P.S.P. (Press, Store and Publication)
(4 Year 4 Months)
Employer:
(HMP&P) Haji Manzoor Press and Publication  

Duration:

December 2005 – April 2010 (PAK)

Job Description
Coordinating with all three departments for their demands and requirements,

Checking up the demands of Showrooms, stock available in Store and Press for Production.

Additional:

Position:

Store In charge

Employer:
(HMP&P) Haji Manzoor Press and Publication (PAK)

Duration:

Feb 2007 – April 2010 (PAK)

Job Description 

Managing (80 members) 6 teams store Staff, IT section of store, Demands, Stock and Delivery.

Preparing Monthly and Annual report.

Go through the process of Stock taking, Audit and Hand over with excellent way.

Project:

Position:

Consultant SIMS (Sales and Inventory Management System ) Software
Employer:
(HMP&P) Haji Manzoor Press and Publication 
Duration:

2006-2007 (PAK)
Job Description 

I was the part of the Software development team as a consultant with Project Manager.

EDUCATION

Degree



Passing Year


Institute 
· Executives M.B.A.(HR)

2011


Preston University Faisalabad
· B.A.



2008     

University of Sargodha 
· I.C.S 



2003


Punjab College (BISES) Sargodha
· Matriculation(S)

2001


High school NO 1(BISES) Sargodha
OTHER CERTIFICATIONS, HONARS AND AWARDS
· Internal Quality Auditor ISO 9001-2008 Riyadh- KSA
· Six Sigma White Belt (basic knowledge) Certified. Online

· Attend the Two days Training of Fire Fighting and Risk Assessment by (Punjab Government).   
· HSE(SI) Health Safety and Environment  Safety Inspector From DESCON Int. One month Physical 
training with theory.  
· Attend the training of “Career Development By critical thinking & strategic Planning” by MEET
· Attend the training of "Handling Difficult people" by MEET
· 2nd Position in Islamic Speech (Punjab College Sargodha)
· Assistant Project Manager “Capacity Building & Skill development” ALMINA Group.
· Assistant Project Manager “ISO-QMS and HSE Awareness and Implementation” Almina Goup.
PROFESSIONAL SKILLS & LANGUAGES PROFICIENCY
 
General       
Trainer, Creative and Problem solving, Team Builder, Goal Oriented, Research Analysis, 

Event Management, Store Management, Research, Safety Management Systems, 
Computer    
MS Office, Windows & Software’s installation, Graphics & Hardware (Basic) and Internet 
Language    
Urdu (Fluent), Punjabi (Fluent), English (Business level), Arabic (Basic), 
PERSONAL INFORMATION
Father Name

Mian Khan

D.O.B


20th July, 1984 
Marital Status
Married
Religion

Islam

Nationality

Pakistani
Visa Status

Visit Visa


REFERENCES

Will be provided on request 

