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Objective
To be a part of an established organization where I can enhance my capabilities and grow
with the company. 
Education
Masters in business administration | 2005 | Institute of management and sciences| lahore school of economics
· Major: Human Resources
bachelors in business administration | 2004 | institute of management and sciences
A’Levels | 2001 | Lahore college of arts and sciences
O’Levels | 1999 | pamir knot college
Work Experience
SR. HR administrator and O’ Level coordinator| Novaquest Internation school | 2009 till present

· Interviewing and selecting school faculty
· Teacher training
· Deciding on pay rolls 
· Managing contracts and teacher evaluation 
· Managing school staff 
· Dealing with students, parents and faculty’s concerns 
Recruitment executive | Trg | 2007 - 2009
· Designing advertisements for hiring new candidates
· Taking telephonic interviews
· Shortlisting candidates and arranging final interview with the HR manager
· Conducting induction training 
· Establishing policies and procedures pertaining to recruitment. 
Recruitment executive | virtual world | 2006 - 2007
· Taking telephonic interviews
· Shortlisting candidates and taking initial face-to-face interview before forwarding to the HR manager.
· Taking classes to improve spoken English of the new candidates.
· Establishing policies and procedures pertaining to recruitment. 
Customer services executive | correspondence department | warid telecom | 2005 - 2006
· Part of the launch team
· Spent the initial four months taking calls and helping in the CS department.
· Handling customer complaints and queries.
· Replying to customer’s mails 
Skills & Abilities
Management
· Worked in the management of NovaQuest International School and looked after day to day matters like parent’s queries and concerns and faculty performances. 
Leadership
·  Made all the rules and regulations at NovaQuest International School for the students and teachers. 
OTHER SKILLS
· Complete knowledge of Microsoft Office.
· Presentation and public speaking skills
· Excellent command on writing and editing.
· Conducting Business classes for O’Levels before their final examination to help with past paper practice
LANGUAGES
English, Urdu, Hindi
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