TOHEED 
Multilingual HR and ADMIN Professional Over 3 Years Experience  
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Address: Dubai (Visit Visa)
Email: 
TOHEED.346437@2freemail.com 



PROFESSIONAL PROFILE:

A dominating individual possessed with strong interpersonal skills. Proficient over handling Human Resources & Co-ordination activities. Committed over providing professional expertise even under most difficult circumstances while meeting strict deadlines, besides, giving attention to detail. Have excellent verbal and written communication skills.

CAREER OBJECTIVE:

Being a result oriented professional and having extensive background in the fields of HR Planning, Recruitment, Employee Relations, Training & Development, Performance Appraisals, Administration & Coordination, I wish to get hold of a position compatible with my qualification, experience and the ability of taking the new challenges.

CORE COMPETENCIES
· Team Building
· Talent Acquisition and Management 
· Employee Engagement 

· Accuracy and attention to details

· Ability to work as part of a team.

· Flexible, open to ideas and willing to learn
· Superb oral and written communication skills in English, Urdu, Pashto.
CAREER HISTORY
EXECUTIVE ADMIN AND HR; AGILITY LOGISTICS (Pvt) Ltd. From 02 Feb 2016 to 31st Jan 2017
HUMAN RESOURCE:
1) Accurate maintenance of HR records of all permanent employees, contracted and non contracted staff 100%.
2) Preparation of accurate time management data of employees 100%.
3) Ensure the complete hiring procedure is implemented in the region.

4) Accurate recording of attendance of all staff 100%.

5) Facilitate the employees with leave policy and other facilities and ensure the procedure is followed.

6) To make insure the compliance of all HR related policies and procedures for new induction, resignation and re designation, promotion etc.

7) To maintain the CV,s database and make arrangement for interview of candidates with department head.

8) To introduce the newly inducted employees into the office and send intimation to HRD of HO about the joining.

ADMINISTRATION:

1) Timely submission of purchase orders and their monitoring 100%.

2) Timely submission of all expenses for billing 100%.

3) Maintenance of company vehicles and other assets and vehicles log maintain.
4) Making arrangements for the official visits, to get done all arrangements like car booking, Air tickets booking, pick/drop from airport of company guests and senior Executives and get done all arrangement of their stay at Guest house.

5) To deal with different government departments and settle down disputed issues.

6) To email admin related policies to all employees In order to maintain discipline in office and insure the implementation of the admin related policies and procedures.

7) Look after all admin related work given by management time to time.
HR OFFICER; IKAN ENGINEERING SERCVICES (pvt) LTD.  FEB 2014 TO FEB 2016. (2 Years)

HUMAN RESOURCE: 

Attendance Record, Maintaining Personal Files, Leave Record( LMS) Handling Claims (Medical, mobile, Transport, Insurance, Bonuses) Responsible for Health and Safety (Recruitment & Selection including technical & non technical staff members, Electronics Engineers, Trainee Engineers, Marketing Managers, and lot more different positions in Admin, Store & Finance), (Preparation & revision of JD's),(Training & Development on & off the job),(Develop policies and procedures), (Handling promotions),(Talent management), (Motivation & retention), (HRIS),(Design & implemented performance appraisal system), (Devise recruitment toolkit as per international standards), (Handling exit interviews), (disciplining staff members), (handling provident fund cases) etc.

TRAININGS & CERTIFICATIONS
HR Management-In house Training
Safety Training

HOBBIES:
Reading, Sports.
INFORMATION TECHNOLOGY SKILLS
Hands on experience in Microsoft Windows, MS Outlook and MS Office, and Out Look, MS Word, MS Excel, MS PowerPoint, Using Internet Explorer, Internet & e-mail
 


FORMAL EDUCATION
· MS-Leadership & Management Studies (National defense University Islamabad Pakistan) 2011-2013; 
· Bachelor in commerce (Peshawar University Pakistan)2008-2010.

· Intermediate (Mardan Board Pakistan)2006-2008

· Matriculation (Board of Islamabad Pakistan) 2004-2006

REFERENCES:
Will be given if required.



