MUHAMMAD


Email:    MUHAMMAD.347573@2freemail.com 
CAREER OBJECTIVE

To achieve a responsible position in a dynamic Organization which would enable me to utilize all my capabilities and experience and offer a challenging and satisfying career with a congenial working environment and opportunities for learning and growth.

WORK EXPERIENCE
FEB 2011 – AUGUST 2016.

· Worked with Frontier Works Organization(FWO) Army  as a HR Officer (BUILDINGS AND ROADS Project) 

Duties & Responsibilities.
· Helping draw up plans for future personnel needs

· Recruiting

· Providing staff training and development 

· Operating pay and benefits policies

· Counseling staff about any problems they may have, either at work or personally

· Oversee employee services such as health and safety as well as sports and social facilities

FEB 2008 – AUGUST 2010.
· Worked in NATIONAL LOGISTIC CORPORATON), in their HR Department as a HR Officer.
Duties & Responsibilities.
· Recruiting, training and developing staff.
· Making sure that staffs get paid correctly and on time.
· pensions and benefits administration

· Approving job descriptions and advertisements.
· Looking after the health, safety and welfare of all employees.
· Organizing staff training sessions and activities.
· Monitoring staff performance and attendance.
· Advising line managers and other employees on employment law and the employer's own employment policies and procedures.
· Ensuring candidates have the right to work at the organization.
· Negotiating salaries, contracts, working conditions or redundancy packages with staff and representatives.

JANUARY 2006-DECEMBER 2007
· Worked with NADRA (NATIONAL DATABAS AND REGISTRATION AUTHORTY) as an  DATA ENTY OPERATOR on the project of ANR (AFGHAN NATIONL REFUGES
Duties & Responsibilities

· Verifications of individuals and Token 

· Complete data entry(100 % family records and previous Afghanistan information) 
· Thumb verifications

· Photo capturing
· Printing of cards
ACADEMIC QUALIFICATION

· POST-GRADUATION

MBA; Major’s:  (HRM) From AIOU ISLAMABAD.

· GRADUATION

B.A (General Group) From AIOU ISLAMABAD.

· HIGHER SECODARY EDUCATION (HSC)

Intermediate (General Group) From BISE RAWALPINDI.

· SECONDARY SCHOOL (SSC)

Matriculation (Science Group) From BISE RAWALPINDI.

COMPUTER LITERACY 

Successfully Completed Computer Training Programs of

( Microsoft Word.

( Microsoft Excel

( Microsoft Power Point

( Microsoft Access

( AutoCAD 2D, 3D (Architect)

( Microsoft certified system engineering (Course).

PERSONAL PROFILE

Date of Birth




08-June-1984

Martial Status




Married

Language




English, Urdu & Punjabi 

REFRENCE.

\References will be furnished on request. 

