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	Career Objective

	I have a Master of Business Administration degree, specialized in Human Resources Management from Virtual University of Pakistan along with Eight years of Professional experience in Management & Assistant office Administration. My experience includes working as Assistant Manager Admin in a renowned IT Organization and as Assistant Manager HR in a large manufacturing & Trading unit. My key skills include:
· Maintains administrative staff by recruiting, selecting, orienting and training employees. 

· Accomplishes staff results by communicating job expectations, planning monitoring, coaching, counseling and enforcing systems, policies and procedures.
· Maintain work structure by updating job requirements and job description for all positions.

· Maintain pay plans, conducting job evaluation, preparing pay budgets, monitoring and scheduling individual pay actions, recommending, planning and implementing accordingly pay structure. 

· Maintain employee welfare programs, legal compliances regarding federal and state requirements, operational requirements.

· Maintain and retrieve historical human resources records.
· Provides supplies by indentifying needs of reception, kitchen, mailrooms and establishing procedures, policies and work schedules.
· By obtaining requirements, I negotiate for price, quality, delivery and approving invoices for printed material.

· Coordinating regular building safety checks and specialized training for staff.

· Maintains continuity among cooperate, division and local work teams by documenting and communicating actions, irregularities and continuing needs.  
· Preparing reports and financial data regarding operating expenses.
· Excellent in Research skills, interpersonal skills, project coordination and ability to work well with all levels of internal management and staff.
· Contributes to team effort by accomplishing related results as needed.




Academic Qualification 

· Masters of Business Administration ( MBA – HR)

                            Virtual University of Pakistan

· Bachelors in Commerce (Accountancy)

University of Punjab, Pakistan

	Professional Experience

	Forward Sports (PVT) Ltd
(Pakistan)
24 Jan 2011 
30 Nov 2015


National Database & Registration Authority (Pakistan)
2 Jan 2006
 22 Dec 2010
	Assistant Manager HR
A big leading organization Forward Sports is known for its Footballs all around the world. As an Assistant Manager I was responsible for all the activities Which are assigned to me by Deputy Manager. My key responsibilities included:

· Establish recruitment process making in view of Internal and External sources of recruitment till finalizing the selection process.
· Responsible for employees training regarding Training in Fight Fighting, Relevant work training, ISO-9000:2000, Health and safety issues, Manufacturing issues.
· Mapping training along with systematic process, after training assessments and its implementation. 
· Ensure, review and supervise employee’s manual and biometric attendance.
· Responsible for purchase accounts including equipment, materials. Signing and review of purchase contracts.

· Supervise salary and wages of employees including reimbursements, disbursements, gratuity, incentives, allowance etc.

· Supervise employee old age benefits programs, health, safety and Environment issues.

· Analyze job changes of employees within the organization including promotion, demotion and transfer.

· Employees separation matters including 

· Making Employees performance appraisals and reward programs.

· Analyze employee separations counting Layoff, Termination, Resignation and Retirement.
· Dealing with employee labor management relations.
· Maintain office supplies as per the requirement of the organization.
· Office Repair & Maintenance Contracts & their Supervision.
· Preparation of Work & Duties to make sure the efficiency & Effectiveness of the work.

·  Supervise Log book for Company’s Vehicles

· Making Group Medical Insurance

· Employees Attendance & Assisting HR in Preparation of Payroll.

I have been given further duties which I was responsible for Supervision of:

· Communication among different departments within the organization to inform them about the different types of decisions of the Management which are related to HR.

· Making files for different employees as per their department and keeping that files up to date.

Assistant Manager Admin
As an Assistant Manager Admin in a large IT organization. The Organization is providing Nationality to its citizens all around the world. Organization named NADRA got fame for its IT renovations and signed number of contracts with different countries for its IT services. My key responsibilities included:

· Provides supplies by identifying needs of reception, kitchen, mailrooms and establishing procedures, policies and work schedules.

· Provides communication systems by identifying needs, maintaining equipments and approving invoices.

· Responsible for building renovation, providing and arranging office equipments, dealing with vendors. 

· Draw, analyze and forward demand notice of stationary, security papers and equipments.

· Dealing with destruction cell for proper destruction of wasted products and scrap.

· Supervise daily operational activities of all branches including connectivity, smooth processing, rush management etc. 
· Responsible to seek approval for critical customer complaints and their solutions.
· Supervise Audit for inventory in hand, daily cash and match with their logs.



	Other Skills

	· HR Policies structuring, Designing and Implementations.

· Payroll/WPS complete cycling
· Providing Payroll assistance, advice & support as needed
· Drafting various types of disciplinary and other HR related letters.
· Good experience on ERP and other HR applications.


	Personal

	Date of Birth

Nationality

	  24-02-1986
  Pakistani
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