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Career Objective
Toobtainagoodpositionthatallowsmetoembodymyideastorealitywithamajorcorporationthatleadtohigher learningandskillsimprovement.Joiningacorporatethatconsidersandsupportsinnovationandhastheabilitytoimplementinnovativeideasaslong asitisabletobeimplemented.


Education



MBA (Human Resource Management)
Skills and Abilities

· Ability to work under pressure




· Staffing
· Payroll
· Accounting
· Business Management Skills
· Handling Money
· Decision Making Skills
· Customer Service Skills

· Adaptability

· Dealing with Grey





Career History

	From Oct, 2013 – July 2014
	Mr Donor Restaurant, Dubai, UAE

	Title
	Cashier cum Accountant

	Description
	· Cash Handling
· Resolve customer complaints.
· Pay company bills by cash, vouchers, or checks.
· Inventory control and stock ordering.
· Maintain Petty Cash
· Monitored and recorded company expenses
· Managed Venders accounts, generating weekly on demand cheques



	From May 2011 – July 2013
	ZA Enterprises, Karachi, Pakistan

	Title
	HR Officer

	Description
	· Determine staffing numbers, skills and needs to meet the organization’s Objectives                                       

· In charge of computer safeguarding and evaluating personnel records to ensure observance related to leaves, holidays, etc.

· Acted as liaison between union employees and management. Analyzed and resolved personnel grievances.
· Assisted managers with hiring procedures, screening of candidates, coordinating interviews.

· Produce monthly, quarterly and yearly benefits and payroll totals for the company.

· Updated the OH&S Manual under the direction of the HR Manager.

· Evaluated processes to improve processes and employee morale. 

· Reduced absenteeism and tardiness.
· Performed and analyzed technological decisions and expenses.

· Prepares performance review forms and directs the distribution and retrieval of forms to managers.
· Co-ordinate exit interviews to analyze reasons behind staff turnover.



	From Aug 2009 – March, 2011
	Saasi Group of Companies

	Title
	Assistant HR

	Description
	· Assist with day to day operations of the HR functions and duties

· Provide clerical and administrative support to Human Resources executives

· Compile and update employee records (hard and soft copies)

· Process documentation and prepare reports relating to personnel activities (staffing, recruitment, training, grievances, performance evaluations)

· Coordinate HR projects (meetings, training, surveys) and take minutes

· Deal with employee requests regarding human resources issues, rules, and regulations

· Assist in payroll preparation by providing relevant data (absences, bonus, leaves)

· Communicate with public services when necessary

· Properly handle complaints and grievance procedures

· Conduct initial orientation to newly hired employees


	From Oct, 2006 – Nov, 2009
	Hunza Chemical Enterprises

	Title
	Accountant

	Description
	· Bank Reconciliation and Ledger Account Reconciliation.

· Handling Accounts Receivables and Accounts Payables.

· Profit and Loss, Balance Sheet and Cash flow Statement.

· Follow Up with Local Bank for Banking Transactions.

· Received Quotations/Bids of provided BOQ from registered vendors.

· Bill & rates verification of raw material.

· Payment of various vendor bills related to purchasing of raw material.


Achievements

· Customer satisfaction as a Cashier.

· Reduced waiting time for customers by providing quick services as a Cashier.
· Introduced Attractive recruitment and retention incentives as a HR.

· Increased efficiency of employees after reducing the complaints as a HR.

· Mentored other team members and increased efficiency of HR.

· Manage to complete two years project in a rural area of Sindh, Pakistan as a Procurement Officer.

· Proved to be one of the top employees who submitted every due report before time as an Accountant.
· Became the most trusted advisor of the Owner while working at company Hunza Chemical Enterprises.
· Participated in various sports and cultural events in school and college level.

· Best scout of the year for 2001.

· Awarded best performance award from Regional Youth and Sports Board.

Other Personal Information

Date of Birth 
:
6th August, 1984
Marital Status
:
Single

Religion
:
Islam

Visa Status
:
Visit Visa
Nationality 
:
Pakistani

Declaration
I hereby declare that the above written particulars are true to the best of my knowledge and belief.















