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Career Objective:
Seeking a challenging career in a progressive and dynamic organization with
      growth opportunities, where I can fully utilize my skills to full of my potential 
      to play a key role in organization success.

Professional Experience:


Three years Working Experience as Recruitment & Admin Executive at Iftikhar College and School System. (August 2012 - September 2015)
Key Responsibilities:

· Managing students’ enrollment and their admissions.

· Preparing file of every student.

· Arrangement of parents’ teacher meeting.

· Job posting for the current requirement through proper advertisement channel.

· Screening of application and calling suitable candidate for an interview

· Follow-up of the candidates who are going to attend the interview for the day.

· Assist principal during interview to select an appropriate candidate for the job.

· Assuring that all the assets of the college are according to requirement.
Two years Practical Experience of Customer Services, as sole proprietor. (June 2010 – July 2012)
Key Responsibilities:

· Handling numbers of calls/complaints from customers.

· Register complaints and coordinate for complaints resolution.

· Communication, negotiation and convincing new clients towards our products. 
· Cost and profit analysis (Accounts’ Management).
· Deal with workers to sort out their issues (HRM)
 Internee at Personnel Welfare Division, Siza International, Head Office, Lahore. (Feb 2010 - April 2010)
Key Responsibilities:
· Maintaining records of all the employees and their files.

· Managing arrears to retired or resigned employees.

· Assist supervisor in preparing salary statements.

Three months Internship at Human Resource Division, The Bank of Punjab, Head Office, Lahore. (Nov 2009 - Jan 2010)
Key Responsibilities:

· Consolidation of salary statements.

· Preparation of gratuity to retired employees as per Bank’s Policy.

· Preparation of statement to give scholarship to deserving Child of employees.

Academics:







       Division

                Year
· Master in Business Administration (HRM)
         1st


2010
(University of the Lahore)
· Bachelor in Commerce (I.T)


         1st


2007
(University of the Punjab)
Major Subjects:


· Human Resource Management
· Performance Management
· Organization Development
· Marketing Management

· Advance  Financial Accounting
Computer Skills:

· MS Office ( Word, Excel, Power Point)

· Internet and Browsing
Skills and Capabilities:

· Always looking for ways to improve and reinvent the recruitment process.
· Staying up to date with the latest Human Resources developments.
· Smart appearance and have high standards of personal hygiene.
· Detail oriented and works with a high degree of accuracy.
· Ability to prepare and make senior level presentations.
· Adaptable according to changing circumstances.

· Committed team player with leadership ability.
· Self-motivated and focused approach.
Projects and Research:

· Established standard procedures, Policies and forms of H.R planning, Recruitment, Selection, Orientation, Socialization and Performance appraisals.
· Business plan (Autistic child care center).
· Marketing plan on Kohinoor Textile.

· Developed a case study of Organization Development of Pakistan Railways.
Personal Information:
· Date of Birth              
01-Jan-1988.
· Marital status              
Married
· Nationality                  
Pakistani
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