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	PERSONAL DATA

	Qualification
Nationality          

Religion             

Material Status   

Date of birth          


	MBA - H R & Management

Pakistani

Islam

Single

25 may, 1985



	OBJECTIVE

	04 Years Experience of HR & Administration. To establish myself as a dynamic Human Resource Management professional, equipped with latest tools, techniques and knowledge that will enable me to handle emerging technique in management. I apically look forward to work in an environment that will provide me an opportunity to use my current skill and develop new ones by managing medium to achieve organization goals.

	CORE SKILLS

	Proficient in supervising & Management, team building, problem solving, basic counseling, negotiations, effective verbal & communications, computer skills including the ability to operate spreadsheets and word processing programs at a highly proficient level, effective written communications skills including the ability to prepare reports, policies and procedures, interviewing & time management skills.

	QUALIFICATION

	· Master of Business Administration - MBA (HR)  (CGPA 3.24/4)


2010 

National University of Modern Languages (NUML Islamabad, Pakistan)

Language:
English

· Bachelor of Commerce (B.Com-IT)





2008
University of the Punjab Lahore Pakistan

Language:
English

	EXPERIENCE

	ILM College Pasrur Campus Sialkot, (Pakistan)

	Campus Coordinator & Commerce Lecturer



September 2014 To Date

	Responsibilities

· Working as a campus Coordinator & Commerce Lecturer;

· Take 10 to 12 lectures in a week of grade 11 to undergraduate

· Head  the Academics, Examination  & Discipline department;

· Create and manage a supportive & motivating environment for pupil’s learning;

· Plan & schedule extracurricular activities;

· Address the students on moral principles and social issues;

· Identify clear teaching objectives and learning outcomes;

· Maintain a regular system of assessment, & reporting of pupil’s progress;

· Smooth and efficient functioning of all academic & administrative tasks of the Campus;

· Follow up & implementation of Policies;

· Performing task as required by the management.

	Oxford Public High School Rawalpindi,  (Pakistan)

	Campus Admin Officer & Teacher





May 2013 to May 2014

	Responsibilities

	· Administering the student lifecycle' from admission to School leaving;

· Take 10 to 12 classes in a week for Grad 5 to 10

· Providing administrative support to an academic team & teachers;
· Drafting and interpreting regulations and dealing with queries and complaints;

· Coordinating examination and assessment processes;

· Maintaining high levels of quality, including course evaluation and course approval;

· Using information systems, prepare reports and statistics for internal & external use;

· Contributing to policy making & managing budgets and ensuring financial systems;

· Supervising staff, & liaising with other administrative staff, academic colleagues;

· Organizing and facilitating a variety of educational or social activities;

· Perform other duties as assigned by management, & assist the leadership.

	Global Marketing Services Rawalpindi,  (Pakistan)

	HR Officer









Sep. 2011 to May. 2013

	Responsibilities

	· Company wise HR demand & status

· Retrieving candidate’s data as required.

· HR coordination, Employee & Prepare Payroll of employees

· Taking Employees Feedback & Survey for Evaluation & Appraisal

· Follow up of Delegation.

· Resumes Database management & Short list the required resumes

· Preparing Job Descriptions

· HR Software Maintaining & Employees Files Maintaining

· Documentation for Foreign Training

· Follow up & implementation of HR policies.

· Recruitment & Selection, Preparing Job Descriptions Compensation (Benefits) Other Operations.

	IT & VERBAL SKILLS

	· Good command on MS-Office and internet, 

· Windows XP, Windows 7 & utility software installation

· Excellent communication, interpersonal & team working skills.

· Ability to build excellent relationships with client. 

· Work independently under pressure.

	EXTRA ACTIVITIES

	· Drawing, Reading book, Playing badminton

	LANGUAGE

	· Urdu

Native

· English

Good

	REFERENCE

	Reference will be furnished on demand





�








