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OBJECTIVE

Seeking a position in HR & Administration that will utilize my knowledge, skills, and abilities to provide high quality service to employees, I have the ability to be committed to my job, meeting deadlines and achieving good result, with strong HR skills and capable to relate myself at all levels.
CAREER SUMMARY 

· Have overall 3+ years of experience in HR & Administration in Pakistan & UAE
· A Graduate with excellent skills in MS Office Suites.

· Approachable with employee orientations & presentations

· Ability to create/prepare reports for management discretion 

· Tactful, mature, flexible, and people-oriented

· Ability to work well under pressure and under deadlines

· Effectively respond to questions and inquiries regarding HR related issues

    PROFESSIONAL EXPERIENCE

· HR Assistant, Robotika Trading LLC / EL Mondo Express LLC.
· HR Assistant / cum office administrator, Sultan Salaf Trading LLC. Dubai, UAE             

· HR / Admin Assistant, Mobilink Private ltd. 
· Assistant Admin/HR Officer, Express News.
· Admin Coordinator, Shalimar Construction Private ltd.
JOB PROFILE
· Handled HR and Admin. generalist function and undertaking individual responsibility for recruitment, induction, payroll, Employee Relations, facilities management, travel desk management and visa coordination 
· Maintaining employee personal files, making sure all sensitive documents are in place.

· Coordinates all aspects of HR as directed by the HR Manager in the areas of performance management, compensation and benefits, recruitment, planning, training and development, policies and procedures.
· Ensure that all personnel action forms that are submitted to accomplish recruiting, promotion, salary changes terminations, leaves, absence and all other personal action are reviewed in a timely manner for compliance with the company policies and procedures.

· Contact and coordinate with recruitment agencies regarding applications of all aspects of recruitment.

· Conduct initial screening, interviewing and issue preliminary report to manager, concerned to speed up the recruitment.

· Make draft job description formats and follow up with concerned managers for final update 

· Coordinates the issuance of  I.D cards for the new joining employee’s

· Coordinates with site administrators on new joiners in order to transfer to designated or assigned sites.

· Forwards joining reports with all necessary documents to personnel for employment visa processing.

· Create reports as and when required - to provide selected data from the HR database

· Update Employee related HR Module regularly.

· Solve Employee Related Data problems from the System. 

· Customization of Increments, Promotions, Deductions using Oracle forms6i up on request. 

· Responsible for monthly check on personnel details against documents for transaction including documents, additions, payables and unpaid leave and before reconciling the payroll.

· Create Alert in Hysis Software to track employee probationary periods and Expiry of Labor Cards, Health Card and visa expires etc.

· Perform monthly HR database back up.
· Coordinates Staff Attendance & Site Staff Timesheets 

· Receiving passport coming from immigration after visa stamping, vacation and local purpose.

· Issuing Passports for vacation , local purpose and visa renewing 

· Issuing  Labour cards and health cards 
· Handle employee queries on HR & personnel issues.

· Oversee procedure relating to employee resignation & termination

· Ministry of Labour & immigration works in coordination with PRO. 
· Coordinates Transportation,  Staff Accommodation and Labour camps
EDUCATIONAL QUALIFICATIONS: 
B.A

BZU, Multan. Pakistan
D.C.A

Diploma in Computer Application.

Basic Course in Human Resources, (SAKIM Management & Training Institute, Multan. Pakistan)

CAT ( Certified Accountant Technician) ACCA UK
· Advance HRM & ERP Software.
· Window-98 & XP-2000 windows 8
· MS-Office, Excel, Words, Power Point, Access. 

· Internet, E-mail, Web Designing. 

 COMPUTER SKILLS: 
PERSONAL DATA
· Date of Birth

26-07-1986
· Material Status

Married
· Nationality

Pakistani

· Languages 

English, Urdu & basic Arabic
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