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SIDRA
SIDRA.348072@2freemail.com   
Career Objective                                
I am eager to the growth of progressive organization and to fully utilize my capabilities in order to contribute effectively to the organization and my own self.

Academic Qualification                                     
Master In Social Sciences/ Journalism   2013
· Bachelors in Joiurnalism      2004




· University of the Punjab, Lahore.

· ICs In computer sciences      2002                                                                         
· Fatima Jinnah College of Commerce

· Secondary School Certificate 2000

· St. Marks High school
Summary of Experience
3 yaers
Professional Experience 
Research Centre
Designation: HR ADMINISTRATOR  

Duration:      MARCH 2014 TO JANUARY 2017
Job Responsibilities
Recruitment and Selection 

· Carry out all the administrative processes in the recruitment process, for example; prepare recruitment documents, organise recruitment time tables, draft and place adverts, log application forms, administer recruitment campaigns through the E-Recruit system, sit on interview panels and administer test. 

· Ensure that the HR service complies with safer recruitment practices and compliance including DBS checks and right to work. 

On-boarding and Induction

· Administer the process for new employees and volunteers, for example; prepare contracts, offer letters, Volunteer agreements and process all pre-employment checks.

· Conduct induction meetings with new employees and volunteers and liaise with Line Manager’s and Mentors to ensure they are aware of their responsibility in the induction process.

· Administer the probation process ensuring Managers know when review meetings need to take place. 

Payroll

· Ensure that all payroll instructions are prepared and logged in time for the monthly payroll run and submitted to the Payroll Officer, for example; contractual variations, new starters, leavers, contractual benefits and staff benefits.   

Learning and Development

· Support the Administration of Business Support and Cross College staff development which includes booking courses, liaising with providers, raising purchase order numbers, arranging in house training-courses and logging  on the database. 

· Assist with the Colleges annual appraisal cycle, record completed appraisals and training needs. 

HR Database and Reporting

· Ensure the HR Database accurately reflects current staff conditions and details. This includes inputting starters and leavers, contractual amendments, change of details, annual leave and recording of sicknesses and other leave. 

· Provide appropriate reports from the HR database for the purpose of auditing and monitoring employee data and training. 

Advice and Guidance
· Provide day to day advice to Line Managers and Employees on general HR related queries, requests and College Policies and Procedures, escalating more complex issues to the HR Officer or Head of Human Resources. 

· Assist in formal meetings, such as employee disciplinarians and grievances undertaking such tasks as may be required by the Head of Human Resources/Human Resources Officer. 

Leaver Administration
· Ensure resignations are acknowledged in a timely manner, the Line Manager is aware of the process and any outstanding annual leave is calculated in accordance with the employee’s terms and conditions.

· Ensure exit interviews are conducted for all staff either face to face or electronically. 

Admin
· Carry out general administration tasks for the HR Department, for example; sorting post, telephone answering, devising standard Human Resources documents and letters and manage the HR inbox. 

· Respond to reference requests for current or ex-members of staff in line with the Department Service Level Agreement. 

· Ensure electronic and paper based personnel files are maintained and filing is completed in a timely manner. 

· Maintain an up to date Procedures Manual for all HR Administration duties. 

· Liaise with the School Administrators to ensure consistent HR systems are maintained.

· Ensure Workstation Risk Assessments are conducted for all new starters/ when employee’s desk locations change and carry out staff Health and Safety risk assessments. 

Staff Benefits
· Administer, promote and track usage of the College’s staff benefits schemes. 

· Volunteers 

· Supervise the HR volunteer to ensure appropriate tasks are distributed, quality of the service is maintained and provide appropriate on the job training to ensure the Volunteer is benefiting from the placement. 

General Duties 
· To have a duty of care to yourself and others regarding Health and Safety issues and ensure that the College’s Health & Safety Policies and Procedures are implemented. 

· To actively promote the College’s Equality & Diversity Policy, encouraging staff awareness and participation in all areas. 

· To actively promote the College’s Safeguarding Policy and be aware of your responsibilities to report concerns. 

· Adhere to the College’s Data Protection Policy and Procedure and ensure private and confidential data is kept secure and disposed of in the appropriate manner. 

· To carry out duties pertinent to the scope of the post as directed by the Principal or other senior manager of the College.

Trainings 
Airline Basic Course World Span 01 month

Basic functionality course from National Training Board  02 months
Communication Skills
Skills
· Administrative writing skills.
· Sound training & presentation skills.
· Interviewing skills
· Organization, Team work, Supply chain Management

· Have knowledge of different standards and apply accordingly.
· Strong ability to instruct, negotiate, convince, motivate, and strong can-do attitude



 Computer Skills
· Operating Systems : Windows XP/ Vista/ 7/ 8
· Proficient with Adobe Applications (Adobe Illustrator, Photoshop)
· High proficiency in using MS Office (Word, Excel, PowerPoint)
· Web browsing and internet applications.
Personal Details
Year of Birth 
 :  1983




Marital status     Single
Nationality 
: Pakistani
Religion            : Islam

Languages  : English, Urdu
