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CV NO: 1521714
PERSONAL INFORMATION

Nationality: Pakistani 

Driving License: United Kingdom 

Date of Birth: 21st January 1991 




Passport: Pakistani 

CAREER OBJECTIVE: Seeking a Human Resources Management position where my professional experience and education will allow me to make an immediate contribution as an integral part of a progressive company.
QUALITIES: Hard Working, Self-Motivated, Keen to Detail, Open Minded, Candid, Flexible, and Ready to Learn. 

EXPERIENCES
From 30th March 2012 to 14th April 2014 

HUMAN RESOURCES MANAGMENT
Comp fix Ltd Glasgow Scotland United Kingdom. 

2 years experience as HR assistant in Comp fix Ltd.

COMPANY INDUSTIRY (Information Technology) Computer Parts and Components 
DEPARTMENT (Human Resources/Operations) 

RESPONSIBILTIES
· Performs customer service functions by answering employee requests and questions. 
· Conducts benefits enrollment for new employees. 
· Verifies I-9 documentation and maintains books current.  
· Submits the online investigation requests and assists with new employee background Checks.  
· Reconciles the benefits statements. 
· Performs payroll/benefit-related reconciliations to General Ledger and other accounts.  
· Conducts audits of various payroll, benefits or other HR programs and recommends any corrective action. 
· Updates HR spreadsheet with employee change requests and processes paperwork.
· Assists with the various employee discount coupons by contacting companies for coupons as directed by HR Manager. 

· Schedules meetings and interviews as requested by HR Manager. 

· Schedules conferences by reserving facilities at local hotels and/or restaurants. 

· Makes photocopies, faxes documents and performs other clerical functions. 

· Files papers and documents into appropriate employee files. 

· Assists or prepares correspondence. 

· Prepares new employee files. 

· Processes mail. 

· Performs other duties as assigned.
· Assists with processing of terminations.

· Assists with the preparation of the performance review forms.

· Assists HR Director with various research projects and/or special projects.

· Assists with recruitment and interview process. 

EXPERIENCES
From 20th May 2014 to 2nd November 2015
ADMINISTRATIVE/ HR COORDINATOR 
IT DISTRIBUTORS Ltd BRADFORD ENGLAND 
1 year and 6 Months experience as a HR COORDINATOR in IT Distributors Ltd
COMPANY INDUSTRY (Manufacturing and Productions) 

RESPONSIBILTIES 
· Answer phones and operate a switchboard.

· Route calls to specific people.

· Answer inquiries about company.

· Greet visitors warmly and make sure they are comfortable.

· Call persons waiting for visitor and book them a room to meet in.

· Schedule meetings and conference rooms.

· Make coffee and set out food.

· Ensure reception area is tidy.

· Coordinate mail flow in and out of office.

· Coordinate office activities.

· Handle phone calls from people calling in sick.

· Gather personal and insurance information.

· Hand out employee applications.

· Arrange appointments.

· Give visitors badges and direct them to where they can sign in.

· Issue parking passes.

· Send email and faxes.

· Collect and distribute parcels and other mail.

· Perform basic bookkeeping, filing, and clerical duties.

· Prepare travel vouchers.

· Take and relay messages.

· Update appointment calendars. 

· Schedule follow-up appointments.
EDUCATIONAL BACKGROUND 
· Higher Advance Diploma In HRM (HUMAN RESOURCES MANAGEMENT) 
(London, United Kingdom) 2014 
· Bachelors of Commerce (New Port Institute of Technology)

(Karachi, Pakistan) 2012
· Certificate Course in Information Technology/Computer Literacy

(Karachi, Pakistan) 2009 

· Higher Secondary School Certificate (pre Engineering Group)

(Karachi, Pakistan) 2008
· Secondary School Certificate (Computer Science)









(Karachi, Pakistan)2006

SKILLS 
· I Enjoy working with people 

· I am patient, tactful, diplomatic and approachable 

· I am able to stay calm in difficult situations 

· I Have good commercial awareness 

· I Have good spoken and written communication skills 

· I am confident about gathering facts and statistics 

· I Respect the importance of confidentiality, as I will be dealing with employees' personal details 

· I Have good organizing skills 

· I Have problem solving skills 

· I am able to work as part of a team 

· I am able to work accurately, with good attention to detail 

· I am able to use databases, spreadsheets, word processing and accounts packages

PERSONAL INFORMATION

Gender 


:
Male 

Date of Birth 

:
21st January 1991 
Religion 

:
Islam 

Marital Status 

:
Single 
