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To be a part of the challenging team which strives for the better growth of the organization and which explores my potential and provides me with the opportunity to enhance my talent with an intention to be an asset to the company.
PERSONAL INFORMATION

Born September 05th, 1987 
Marital status
: Married
EDUCATION
2010 – 2013
PRESTON UNIVERSITY 

MBA (Human Resource Management)

· I have achieved degree in Masters of Business Administration with the specialization in Human Resource Management by obtaining 74% of marks.

2007 – 2010
KOHAT UNIVERSITY OF SCIENCE & TECHNOLOGY, 

Masters in Science (ECONOMICS)

· I have achieved Maters in Science Economics by obtaining 60% of marks.

WORK HISTORY


10.2012 – 04.2015
FARNEK SERVICES LLC. 

ADMINISTRATIVE OFFICER.
· Oversee and administers the day-to-day activities of the office, develops policies, procedures, and systems which ensure productive and efficient office operation.
· Provide assistance and support to the office principal in problem solving, project planning and management, and development and execution of stated goals and objectives.

· Supervise the work of employees in supporting roles, including assigning workload and monitoring employee performance.
· Oversee and facilitates resources management and administration procedures and documentation for the principal.

· Organize and facilitates meetings, conferences, and other special events; coordinates and attends committee meetings, and participates in committee discussions, as appropriate.

· Assist in the coordination, supervision, and completion of special projects, as appropriate.

· Performs research and analysis on specific issues, as required, and independently prepares non-routine letters and/or reports, which may be highly sensitive and confidential in nature.

· Handling insurance-related issues, Managing workplace safety issues, Training new and existing employees.

· Performs miscellaneous job-related duties as assigned.

01. 2012 – 09.2012
BABRI COTTON MILLS (B.C.M) 

Assistant Labor Officer
· To assist the Labor Officers to promote workplace harmony and cooperation.

· To assist the Labor Officers in providing advice and information to employees about their rights and obligations under the Labor and Employment Act.

· To assist the Labor Officer to investigate the nature and causes of a labor dispute and assist the parties to reach a resolution to their dispute. To report to the Chief Labor Administrator on matters relating to the conduct of a labor dispute.

· I have been involved in the process of implementing health and safety laws and to assist workers how to maintain it, and to prepare daily progress reports and work performance of the workers and issues related to workers.

· To perform any other functions as may be necessary to promote workplace harmony and cooperation.

01.2010 – 08.2011
Jaks (ngo) pvt. ltd 


Admin & Logistics Officer

· To provide assistance to the company in overseeing and conducting medical readiness, recruiting, training management, supply management, maintenance, security, safety, personnel management, administrative, and public relations programs. 

· Works with other units to coordinate and plan fund-raising, grants, and marketing, communications, and outreach activities and to provide guidance and leadership to more junior staff.
· Perform other related duties as required, e. g., reviews of adequacy of departmental space requirements and technology requirements.
· Implement and monitor support services, including procurement of supplies and services, transport, travel and traffic, communications, information technology support and provision of local utilities and service requirements, and others on management information and general administration issues and practices.
· Oversees facilities, technology, and materials utilized in the department, coordinating with appropriate services. To Work with management and others to develop and implement operating policies and procedures.
· Oversee maintenance of office equipment, order supplies. Functions as a resource on issues such as researching complex discrepancies, escalated customer service problems and vendor concerns.
IT SKILLS
· I have achieved certification in Microsoft Office Automation.
· I have achieved certification of One Year D.I.T ( Diploma of Information Technology)
· I have achieved A+ Hardware Certification which covers:

· (Software installation, Hardware Installation, Troubleshooting, Assembling etc.)

· I have two years of experience as a Computer Teacher in a Private Computer Academy at Kohat Pakistan.

languages
English
: Fluent (Speaking, Reading, Writing).
Urdu

: Native language.
Pashto
: Fluent (Speaking, Reading, Writing).
Punjabi
: Fluent (Speaking, Reading, Writing).

