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SUMMARY:
· Have 4 years of proven track record in HR Management. 
Excellent troubleshooting and analytical skills, and have innovative approach to systems & improvements. 
Systematic and methodical approach to work 
Energetic and capable of working with minimal support and a good deal of autonomy. 
Excellent interpersonal, verbal and non-verbal communication. Ability to effectively communicate with clients, subcontractors, vendors, and other team members. 

Experience:
Organization:
Shahmurad Sugar Mills
Designation:
Asst. Manager – HR
Duration:
Oct 2012 to Present
Roles & Responsibilities
· Primary resource for the company in managing resources and the office 
· Demonstrating to the employees and implementing HR policies, and ensure that decisions made are in compliance with policies 
· Manage processing of monthly payroll and tracking of yearly leaves. 
· External and internal recruitment, and giving orientation to new hires 
· Dealing with government entities to negotiating matters of support services 
· Managing document controlling and ensuring all records are kept per ISO approved company policies 
· Managing inventory process and record keeping. 
· Visiting plant to ensuring proper house keeping 
· Maintaining vehicle maintenance and employee assignment records 
· Coordinate with Fire fighting Team 
· Procuring external service contracts for civil works 
Organization:
Faran Sugar Mills
Designation:
HR- Officer
Duration:
Feb 2011 to Sep 2012
Roles & Responsibilities:
Manage processing of monthly payroll and tracking of yearly leaves and monthly over times 
Managing inventory process and record keeping Maintenance of CCTV surveillance system 
Maintenance daily entry and exit system of staff on duty 
Dealing with government entities to negotiating matters of support service 
Visiting plant to ensuring proper house keeping 
Organization:
Computer Management (HR) Trainee
Designation:
Investtrade International
Duration:
Jan 2011 to Feb 2011
Roles & Responsibilities:
Coordinate between Head office to Site
Managing inventory process and record keeping
Maintained a schedule for Managing Director for meetings
Visiting Sites and Coordinate head office to site.
Responsible for delivery of consignments to the FOB point
Education:

	Bachelors of Engineering in Computer Systems
	2007-2010

	Certification for HR Management
	2011

	
	

	Workshops and Seminars
	


· HR and Project Management: A Global Perspective, Workshop at Pearl Continental, January 2011, Karachi Pakistan. 
· Pakistan Sugarcane Industry and Modern Mechanization Future Avenues, Seminar at Habib Sugar Mills (HSM), March 2010, Nawabshah, Pakistan. 
· Career Advancement: A Multifold Approach, Workshop at Mehran University of Engineering and Technology (MUET), 28 March 2009, Jamshoro, Pakistan. 
· Basic Fire Safety and Fire Fighting Techniques training program at Shahmurad Sugar Mills , Jhoke Sharif Thatta, Pakistan – 2012, and refreshed every year thereon 

Personal Details
	Date of Birth
	April, 1987

	Nationality
	Pakistan

	Marital Status:
	Single

	Language Known:
	English, Urdu, Punjabi, Sindhi
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