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	Career Objective
	To work in a competitive environment that effectively utilizes my analytical, interpersonal and leadership skills to conceive and achieve its solutions; the solutions which help the organization in not only meeting its targets, but also allowing it to grow, thereby, enhancing my own skills as an individual and as a key player in the organization's development.

	
	
	
	

	
	
	Work Experience
	· More than5 yearsof experience in following organizations.
· (New ways Industries (Pvt) Ltd)23 October 2009 to 29August 2012
· Working as HR officer
· Updating various Excel spreadsheets for employee benefits and various company related spreadsheets.
· Process new employees through the company orientation program which includes company rules, regulation, culture, etc. Helping employees with insurance claims.
· Producing a monthly company newsletter. 
· (Forta Industries(Pvt) Ltd)30 August 2012 to Continue
· Working as HR AssistantManager
· Updating various Excel spreadsheets for employee benefits and various company related spreadsheets.
· Process new employees through the company orientation program which includes company rules, regulation, culture, etc. Helping employees with insurance claims.
· Producing a monthly company newsletter. 
· Assisting safety manager in the wellness program, safety incentive program and workers compensation claims. 
· Maintaining personal files of employees and documentation.
· Handling leave records and attendance system with the HR manager
· Manager role when the Corporate HR Director was not in the office. 
· Working with the plant supervisors, and managers to bring in people who would be dedicated in helping us continue to manufacturing
Explaining the policies, procedures, benefits, and what will be expected from them as new employees.
· Making sure that every employee is aware of safety procedures before they start work at the facility. 
· Safety orientation for outside contractors who are brought in to perform services at the plant. 
· Insuring that all contractors have the proper documentation on file before they begin a project.
· Working with the Corporate HR Manager, carrying out disciplinary actions with an employee.
· Processed the weekly garnishments and payrolls deductions.

	
	Professional Summary

	· Responsible for all human resource activities to include employment, compensation benefits, public relations and training and development.
· Interview job applicants; review application/resume; evaluate

applicant skills and make recommendations regarding applicant's

qualifications. 

· Develop and maintain relationship with employment agencies, universities and other recruitment sources. 
· Prepare and maintain company salary structure, job documentation, and job evaluation systems. Complete salary survey questionnaires.
· Payroll processing of all employees, employed in all over Pakistan.
· Compliance of statutory requirements such as Provident Fund and ESIC of the employees on all Pakistan basis.
· Design and conduct new employee orientations. 
· Administer and explain benefits to employees.
· Recommend, develop and schedule training and development courses. 
· Provide advice, assistance and follow-up on company policies, procedures, and documentation.
· Coordinate the resolution of specific policy-related and procedural problems and inquiries. 
· Recommend, develop and maintain human resource data bases, computer software systems, and manual filing systems. 
· Develop and recommend operating policy and procedural improvements.
· Other duties assigned by HR Manager and Directors. 




	
	
	

	
	Technical Skills
	· Expert Knowledge of Win OS, MS Office (Word, Excel Power Point etc.).
· Windows 7 Networking & Internet.

	
	
	

	
	Education
	BBA (Business Administration)2010 - Aug 2012
Virtual University of Pakistan

F.Sc. (Pre-Med)Aug 2008 - Aug 2010
BISE GRW

Matriculation (Science)Aug 2006 - Aug 2008
BISE GRW
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