[image: image1.png]


HIDAYAT 
E-Mail Address: Hidayat.328895@2freemail.com  
PERSONAL DETAILS
· Nationality

: 
Pakistani
· Religion


: 
Islam
· Date of Birth

: 
4rd April 1993 
· Present Address 

:
ABU DABI 
OBJECTIVES
To be responsible member of your organization and work hard to achieve the assigned targets where I can apply my knowledge and the skills to fulfill the organizational requirements.
ACADEMIC QUALIFICATION

	Certificate/Degree
	Session
	
	Board/University

	DIT
	2012
	
	TTB Peshawar

	B.A  ( statistic +Economics)
	2014
	
	University of Swat

	F.A  ( statistic + Economics)
	2011
	
	BISE Swat

	SSC
	2009
	
	BISE Swat


COMPUTER Certifications & Office   Professional Skill.
· In page
· Typing

· MS Office Automation.

· Internet & Electronic Mail.

· Printing, Scanning ,
· MIS (Soft ware)
 P.T.O
PROFESSIONAL EXPERIENCE (4.1 Years )
1) Company:  Frontier ceramics limited (Forte) Peshawar

Job Title:   Jr.HR Officer
Duration:    From 10-Jan- 2014 to .10-Nov-2016
One month as a computer operator FCL Peshawar.

2) Worked  in Ibnai Zubir Public School Jowar Buner  from 15,Oct,2012 to 30/8/2013as computer Operator..
RESPONSIBILITIES
· Time keeping of employee’s 

· Checking of attendance report through scan machine (Bio metric, Machine), register and  after verified form concerned  supervisor / Incharge and then entry  in excel soft ware.
· Confirmation of employee’s working days before salary closing.
· Checking &taking of all required documents from candidate for interview process

·  Appointment letter (preparation, filing)

· Disciplinary actions (Show cause/Explanation, Charge sheet, warning) preparing & filing.

·  Termination letter (preparing & filing).

·  Preparing & closing of personal files.
· Checking of employees leave applications (E/L, C/L and S/L). And then advise to put it on the file for record.

·  Checking of overtime through Human Resource Information system as well as from excel sheet. 

· After clearance advise to put it on the file for record.
· All Date Entry. In MIS Software
· Write and submit security reports.

· Maintain law and order in area of jurisdiction.
· Making sure that Security Officers are performing their duties to the appropriate standard.
LANGUAGES: 

· English, Urdu, Pashto
References 
· Available upon request
