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FIELD EXPERIENCE:

AUGUST 2013-FEB 2015
Working as HR Coordinator in Mustaqim Dyeing and Printing Industries (Under the Management of Ghani and Tayyab Group).

RESPONSIBILITIES:
· Review & update existing policies, procedures manual & employee handbook.
· Conduct job analysis, post job advertisements, coordinate with online job portals, manage resume database. Prepare and maintain personnel files. Conduct new employee orientation. 

· Manage & coordinate probationary & annual evaluations. Plan for quarterly events & coordinate with Administration in order to achieve desired objectives through events. Manage Rewards (healthcare/life insurance, EOBI, merit increments, leaves, and transportation).
SEPTEMBER 2011- JULY 2013

Worked as HR executive in Zubaida Hospital (Under the Management of Gul Ahmed Textile).

RESPONSIBILITIES:
· Managed more than 500 personnel and all issues related with HR.

· Responsible to Re-structuring, Development, Employee Training Development Policies, Performance Management, Recruitment, Hiring, Firing and Implementing HR Policies. 

· Responsible to make HR Policies (Appointment letter, Disciplinary, Linen Attendant, Dress Code, Overtime Policy, Late Coming etc.).

· Maintain the Attendance Time keeping Record, Payroll, Letters and Report Writing, Job Descriptions, SOPs, Planning and Monitoring, Filling and Documentation Work. 
JULY-SEPTEMBER 2011 (internship)

· Zubaida Hospital (Under the Management of Gul Ahmed Textile).

APRIL- JUNE 2011 (internship)

· Usman Memorial Hospital.

APRIL 2008- MARCH 2011

Worked as an Office AssistantSiam’s education center /Primary and secondary school.
RESPONSIBILTIES:
· Responsible for all events held along with handling all internal affairs.
· Developed syllabus and overall course structure, including weekly lab practicum, and administered all grades.

ACADEMIC QAULIFICATION:
MBA in Human resource management   (Institute of Business and Technology (IBT)2014
BBA in business administration (Preston Institute of Management Science and 

Technology (PIMSAT)           2008
Intermediate (Pakistan International School Riyadh KSA)2000
Metric (Pakistan International School Riyadh KSA)1998
CERTIFICATES/ TARINING AND DIPLOMAS:

· CHRP certified human resource professional diploma.                                         2015
· BEC business English communication.2015
· Diploma in early childhood development program.                                              2013
· ESOL English spoken language diploma.   2012
· Diploma in Office automation (MS OFFICE).                                                           2012
· IELTS cleared with 7 bands.2012
· PIA air ticketing course.                                                                                                                              2009

INTEREST AND ACTIVITIES:
Reading books / surfing net / doing training and certifications.



OBJECTIVE:


To work for a progressive organization in a highly motivating and challenging environment that provides the best opportunities to grow and utilize my potential at fullest hence achieving the organization’s goal aligned with success.


TRAIT AND SKILLS:


Goal oriented with professional knowledge in managing Peoples, Handling difficult people, Resource-intensive, proactive, equipped with good communication, analytical and coordination skills. Full committed to providing and implementing dynamic, compelling solutions to the ongoing objectives.











RESEARCH PROJECTS:


>Employee retention rates: impact of human resource practices in private sector Karachi


>Development in IT infrastructure can bring revolution in customer relationship management








