ABDUL 
Abdul.353094@2freemail.com
Letter of Introduction 

I would like to take this opportunity and introduce myself to your esteemed organisation; I am Abdul graduated from Punjab University Lahore, Pakistan which built in me an enthusiastic, positively aggressive and eager attitude which I am looking forward to implement in a descent company to build a professional, efficient, and effective career. I am working as an Admin/HR Coordinator since Aug 2015 in UAE. Furthermore, I have the potential to make a positive change hence add value to your organization, I have enclosed my CV hoping to meet your requirements and eager to join your team work oriented company in the near future.

Cordially yours,

Abdul 
JOB PROFILE
With my solid experience as an HR coordinator my proficiency in the field of human resource is very wide. Now along with strong customer facing and administration skills, I am seeking to respond new challenges and contribute to effective growing of your organization.
Education at University
2011-2014       L.L.B Punjab University, Lahore, Pakistan
2009-2011      Bachelors in Arts at Punjab University Lahore, Pakistan
2007-2009      Intermediate (Pre Engineering) At Punjab Group of Collage, Sialkot,
                            Pakistan
2016-2017       Certificate in Firefighting & First Aid

Work Experience
Al Falah Ready Mix Concrete, UAE
(Member of Al Falah Holding)

Period of Work: 26 Aug 2015 to till date.
Position of Work: Admin / HR Coordinator
Responsibilities Held: 
· Assisting in Payroll ( Provision of payroll specific data, maintaining records pertaining to)
· Tracking of Overtime, Sick leave & Absenteeism for absolute payroll processes.
· Recruiting manpower (Shortlisting and Interviewing)

· Conducting workshop for the new employees
· Handling issues of employees( On-board & Off board)
· Allot Employee Number to New Employees in co-ordination with IT.
· Update data in the Payroll of new employees.
· Maintaining annual and casual Leaves
· Resolving the issues of the employees by having coordination with the Management

· Attending employee grievances like salary deduction, punching irregularities, absences etc. and issuing letters like Salary Certificates, Letters to Banks etc. 
· Maintaining the files of the employees
· Assisting the Visa Team in renewal of Visa

· Arranging the medical of New Joiners by having collaboration with PRO’s
· In charge of Administrative affairs such as the transportation for the manpower, food & 
Lodging.
· Scanning & uploading of Passports - new Labour Cards - new Emirates ID Cards, New Labour Contracts, and new Residence Visa – Medical Report – Photo – Certificates etc.
· Disbursing Insurance Cards, Emirates ID Cards etc. to the employees
· Filing all the necessary documents in the Employee file
· Preparing all types of letters
· Prepare duty resumption forms
· Prepare Transfer Letters and updating the System & file.
· Update the validity of Passports, Visas and Labour Cards, Emirates ID Cards etc.
· Responsible for releasing Passports for ID & Medical purposes.
· Responsible for receiving Passports and update the list
· Passport renewal for the employees and provide necessary details to the Embassies
· Co-coordinating with all companies and departments to providing copies of various required documents
Vision Technologies Corp (PVT). LTD, Sialkot, Pakistan  
Period of Work:  Apr 2012 to Mar 2015
Position: HR Assistant (HR Department)

Responsibilities Held: 
· Shortlisting applicants' skills by administering and scoring tests.

· Schedules examinations by coordinating appointments.

· Welcomes new employees to the organization by conducting orientation.

· Maintaining Staff Annual, Sick Leaves & Other Related Records.

· Provides payroll information by collecting time and attendance records.

· Maintains employee information by entering and updating employment and status-change data.

· Provides secretarial support by entering, formatting, and printing information; organizing work; answering the telephone; relaying messages; maintaining equipment and supplies.
· Planned the annually upcoming events and coordinated with the event committee.

· Designed the events such as festivals, conferences, ceremonies and formal parties.

Achievements

Leadership & Teamwork Skills:
· Participated in Youth Festival 2014 and got distinctions as best presenter.
· Participant, in the Annual General Meeting of the Company Interacted with different company’s HR Heads and discussed the different techniques used by multinational companies for hiring
· Executive Member, Social Work Society, Punjab College, Sialkot (2009) Promoted the college to prospective students, thereby enhancing persuasive skills. Identified the contribution of the lower staff and worked rigorously for their uplift
Other Skills

IT Skills: Ramco ERP – HR Module Microsoft Office Suite, including Excel, PowerPoint, Word and Outlook
Languages: Fluent in Urdu, Hindi, Punjabi, English and having a basic knowledge of Arabic
Other Skills: Reporting Skills, Dependability, Organization, Scheduling, Confidentiality, Independence, Orienting Employees, Verbal Communication, and Teamwork.

Other interests: Football, Cricket, Travelling, social work, and participating in drama
Personal Details

Date of Birth

:
19 Nov 1992
Nationality                      :
Pakistani
Marital Status

:
Unmarried

Visa Status

:
Employment Visa (2 Years)
UAE Driving License
;
Dubai - UAE
Reference :
Reference will be furnished if required. 

