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	Muzamil              
Professional Objective:

To make a sound position in visionary organization and work enthusiastically in team to achieve goal of the organization with devotion and hard work and to be involved in work where I can utilize my skills and get creatively involved with system that effectively contributes to the growth of organization and myself. 

Job/Professional Experience:
Al – Makkah Traders                                                                       Feb 2014 – Present
Assistant Admin & HR
· Processing Payroll & Overtime, Leave Encashment, & Gratuity Payments. 

· Preparing Attendance report, updating Leave record, and handling employment correspondence such as Final Settlements, Appointment Letters, Termination Letters, Bank Account Opening Letters and Acceptance of Resignations. 

· Raise Payroll Advices and payment correspondence pertaining to Voucher’s, TA/DA Allowances, All Billing Records and EOBI contribution payment.
· Prepare Show Cause Notice and performing entry of Daily Mails received
· Supervising Staff attendance on regular basis.

· Implementation of Health Safety and Environment Policies.

· Interviewing & Managing internees.

· Being updated with all new policies and notices

· Keeping record of all the employees.


	
	


Education and Qualifications





Master in Business Administration


Human Resources


National College of Business Administration and Economics,�LAHORE, PAKISTAN


2015





Bachelor in Business Administration 


National College of Business Administration and Economics, LAHORE, PAKISTAN                                                                                  2014





Residential Address:


Dera Dubai





Mobile: +971 523926690





Email: muzamil.abid688@gmail.com





Computer Skills 





MS Office:


Word, Excel, PowerPoint.





Languages





Fluent in English and Urdu


Excellent communication skills and comfortable with working in a team.


Team player with good interpersonal, oral and written communication skills.


Possess initiatives and able to multitask & work independently.
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