


Mariyu


DOB:         22/06/1984
Nationality:  Pakistani

EXPERTISE & SKILLS
  Administration

  Human Rescores

  Staffing

  Recruitment

  Payroll

  Remuneration  
  Ability to meet deadlines
  Self-motivated 
  Multi-tasking

  Work under Pressure

  Logical and Objective
  MS Office specially MS Excel

A true professional within the HR field, who possesses a comprehensive understanding of law and regulations, governing recruitment and employment. I am not only able to provide full administrative support to any HR team, but also an expert on statutory and occupational and can give excellent guidance on issues related to these fields. Possess superb interpersonal skills, and is more than able to use tact and discretion when dealing with confidential personal issues. On top of this I can produce high quality and professional recruitment and contractual documentations. 
Right now I am looking to work within a professional environment, and for a company that recognizes 

Work History
Azad Jammu & Kashmir Medical College
Muzaffarabad AJ&K, Pakistan                                                              Feb 2012 – Present
Manager HR
· Ensuring the department complies with all Policies, Laws, and Regulations
· Writing up professional job adverts
· Full spectrum of HR & Administration for the organization which includes functions and managing core HR processes for the organization which include staffing, performance management, compensation and benefit strategy, career development, office space benefit administration, leave administration and day to day operations and service maintenance contracts  and office information system
· Developing  and administering the  monthly reporting and ensuring efficiency and effectiveness of main power by statistical analysis 
· Maintaining the record of employee detail. Gathering the information from the other departments and employees, administrating the duties of the performance appraisal, motivating the employees, updating the personnel record regarding the salary and payroll negotiation’s Monitor and review accounting reports for accuracy and completeness
· Fully manage the recruitment cycle like recruiting and maintaining an inventory of qualified and talented candidates, conduct pre-screening interviews allow up actions, support other HR activities as letter of appointment, new staff orientation, involving in the resource hunting and recruitment process of individual, identifying and verifying the documentation of the staff for the recruitment process and make the recommendations regarding  applicant’s qualifications and follow up of the candidate until he turns  in to a joiner closing the requirements in the given time

 PERSONEL SKILLS
  Excellent Communication- skills  
  Self Development 

  Ethics & Creativity

  Empowerment

  Team Member

  Creativity & Innovation

  Good Organizational Skills

CAREER STATMENT
  A part from earning, I want to join and grow in   dynamic organization, looking for a challenging and   dynamic work environment in which I will be able to enhance my theoretical knowledge and would be able to get valuable work experience and to discharge my duties up to entire satisfaction of my supervisors.

Manage monthly payroll. Prepare and maintain company salary structure, job documentation, job evaluation systems and complete salary survey questionnaires. Process implement and monitor the personnel transactions related to all employees such as salary-benefit, administration, payroll, confirmation, transfer & resignation Verify discrepancies by and resolve clients’ billing issues
· Conduct exit interviews to identify reasons for employee resignation 
· Conduct other duties as required 
Family Planning Association of Pakistan 
Muzaffarabad AJ&K, Pakistan                                                     Mar 2011 – Dec 2011
Project Associate
· Conduct mobile camp at rural areas 
· Data collection
· Supervising the subordinates 
· Conduct Trainings on gender.

· To help in Induction of the employees.

· To help the Hr Department in Recruitment.

· Help in preparing the performance appraisal.

· To prepare the personal record of the office employees.

· To maintain the leave records of all employees
Society for Sustainable Development
Muzaffarabad AJ&K, Pakistan                                                     Aug 2009 – Jun 2010
Hygiene Promoter
· Making contacts with Communities, CBO's, NGO's and Schools for orientation and sensitization, meetings on hygiene promotion and their counselling
· Conduct Trainings on hygiene and nutrition
· Prepare the narrative and financial reports 

· Help the HR department in trainings
Education
  

University of Azad Jammu & Kashmir 
   Muzaffarabad, Azad Kashmir







MBA (HR Specialization, Virtual University of Pakistan)



2014
MBA (Finance)








2010
M.SC (Statistics)







2007
University of Azad Jammu & Kashmir
   Muzaffarabad, Azad Kashmir







B.Sc (Math, Statistics, Economics)





2005

B.Ed







2011
Board of Intermediate and Secondary Education, Mirpur 

   Muzaffarabad, Azad Kashmir                                                                                
HSSC (Pre Medical)







2003
SSC
(Science)







2001
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