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	Education
	B.Com (Hons)

	Work Experience
	3.5 Years
	

	

	Duration
	Designation 

	3.5 Years (In Pak)
	HR Officer


Career Objective:
To make effective contribution towards the growth of a dynamic organization through value addition and result oriented performance utilizing the expertise & skills acquired in the process of development of my professional character.

Work Experience:

· HR Officer






June-14 to date
Remington Pharmaceutical industry (Pvt.) Ltd. 
Recruitment & Selection Initialization 

· Identifying the recruitment need and selecting viable and reliable source of attracting the competitive pool of applicants, short listing of the applications and coordinating with the line managers to ensure the effective selection. 
· HR Policies and Manual Preparation and SOPs. Project-wise deployment of labor adequately, considering the importance of site conditions. Addressing issues related to labor like absenteeism, misconduct, safety etc.
· To assist interview team during staff interview.
· Assisting in Development/Review of Job Descriptions for current and new positions in collaboration with direct supervisor/Line Managers as per Manpower Plans
Payroll & Performance Management
· Capturing data of attendance on daily basis and at the end of month comparing it with the monthly time received from the various projects to make sure the transparency of payroll and to safeguard the rights of employee and employers as well.
· Recording contra entries, preparing a list of balances from the individual sales ledger accounts, writing up a sale ledger control account & detecting errors between the sale ledger control account and the individual sales ledger account.
· Maintenance of employee’s files and ensuring the integrity of personal data. 
· Processing the End of Service Benefits (EOSB), leave pay in advance, retroactive payments, overtime, salary adjustments and advance requests. 
Training & Development
· Development of performance management system in the organization.
· Coordinating in training and development programs. 
· Induction of the employees and issuance of employee manual to the new employees.
· Branch Controller




October-12 to May-14
House of Fashion (Pakistan)

This company is the leading brand in clothing fashion. My professional responsibilities are listed below:-

· Recruitment & Selection

· Payroll  & Compensation

· Staff Management

· Cash Management 

· Inventory Management

· Customer Complaint & Feed back

· Branch Management

Education:

· Bachelor in Commerce
  (2012)
Punjab University Lahore (Pak)
Computer & Software Skills:
Softwares:
MS Office, Peach Tree, Quick Book
Internet:
Browsing, Searching & Downloading

Others:


Beautician (Party Make Up Only)
Languages
Possess good communication skills & command over English, Urdu and Arabic (Basic)
Personal Information:

Visa Status
:

Visit Visa 
Date of Birth
:

October 12, 1989
Marital Status
:

Single

Nationality
:

Pakistani
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