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PERSONAL DETAILS
Date of Birth:
27-12-1986

Visa Status:
Visit Visa
Marital Status:
Single

Nationality:

Pakistani

Driving License:
UK 
EDUCATION:


PGD in Business Management 

London College of Business Management & Information Technology, UK





     

 (2012)

Bachelor of Business Administration (BBA Hons)

Hazara University, Pakistan 
                          (2009)
Certificates

PeachTree 
& Training:                   Quick Book Pro


 Web Designing & Development
Computer
   Windows XP, Vista, 2000, ME,  & 7, Operating System 98. 
Literacy:
 MS-Office 2003/XP/2007 (Word, Excel, PowerPoint, Access, Outlook    


 & FrontPage)     
_____________________________________________________________________________________

SUMMARY OF QUALIFICATIONS & SKILLS:

· Effective business communication skills, both written and oral as well as typing formats. 

· Thorough knowledge of principles and practices of payroll and personnel record keeping

· Excellent familiarity with HR practices and principles

· Remarkable ability to draft, and evaluate job descriptions and organizational structure.
· Hands–on experience of  payroll, policies and manpower planning
______________________________________________________________________________

INTERNSHIP:

HR  Intern 

National Bank of Pakistan

(Feb – Nov 2009)
· Researched and analyzed financial statements, general economic conditions, industry specific trends, and salary rates and grading within the bank. 

· Assisted in review, and development of strategic plan and new organization chart as part of planned organizational change.

· Assisted senior bankers in preparation of memos, reports, policies and presentations.
______________________________________________________________________________

EXPERIENCE:
           HR Coordinator
Trust – Pakistan 

      
  (2013 – Present)
· To support the HR Department in carrying out general HR and administrative functions. 
· Help Recruitment Process through Liaison with Recruitment Agencies\Web Sites\departments. 
· Coordinate with Project Managers in drafting contracts of new hires. 
· Prepare employment verification letters and answer employees' inquiries. 
· Organize all Employee Files. 
· Prepare salary certificates, maintain employee IN/OUT time on daily basis and send report to payroll section. 
· Prepare documents for Insurance and follow up with personnel section. 
· All other duties assigned by HR Manager.
HR Assistant




Smith News Plc – UK

                       (2011- 2012)
· Update and maintain electronic records of company's employee information including resumes, bank details, recruitment files and tests, information on sick leave, payroll, attendance, etc.
· Type correspondence, memos, surveys, payment vouchers, position codes, and other materials; arrange format and content for effective presentation of information; revise and draft forms as needed. 

· Answer questions from employees regarding policies, insurance benefits and taxes etc.

· Prepare recruitment and selection materials, application packets and new employee orientation packets.
· Data entry of employees’ details in the system 

HR Officer




Al-Suffa Academy – Pakistan

(2008 - 2010)
· Identified current and prospective staffing requirements, prepared and posted notices and advertisements, and screened applications. 

· Advised job applicants on employment requirements and on terms and conditions of employment. 

· Reviewed candidate reumes and contacted potential applicants to arrange interviews and arrange transfers, redeployment and placement of personnel. 

· Recruited graduates of colleges, universities and other educational institutions. 

· Advised managers and employees on staffing policies and procedures. 

· Notified applicants of results of selection process and prepare job offers. 

· Organized and administered staff consultation and grievance procedures.

· Assisted manager with recruitment and training of new employees.
· Coordinated orientations for new teachers, staff & students.

· Prepared presentations, reports, and plans when required.
_______________________________________________________________________________
RESEARCH:
 
Carried-out research on Operations Management for the Tea Research Centre and prepared detailed report before the award of Bachelors Degree.




For the internship researched organizational structure and  salaries, benefits  and employee policies in banking sector of Pakistan.
_____________________________________________________________________________
LANGUAGES:
English, Urdu, Punjabi.

REFERENCES:        
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