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Summary:

Talented  HR professional holding Masters degree in Human Resource Management ,experienced with 08+ Years  of diversified professional exposure. Career profile with expertise in, Recruitment & Selection , Training & Evaluation , Performance Appraisals function, Salary administration, Career Planning. Focused and willing to contribute my expertise in a challenging and professional environment, leading towards personal growth and self actualization.

EMPLOYMENT HISTORY

Human Resource Coordinator 



February 2003 till date

STEP (Institute of Professional Development)
· To prepare employment advertisement, short list suitable candidates & invite for interview. To conduct preliminary interviews & explain to candidate terms/ conditions & benefits related employment. To conduct studies pertaining to availability of manpower in different areas. To prepare employment contracts & job offer & ensure accuracy of information. To ensure collection of interview result & all other related documents such as education & experience certificates of selected candidates, & process for recruitment

· Managing training & evaluation activities. Coordinates welcoming and orienting new employees with managers. Assists managers in assessing needs, designing and implementing training. Ensures that managers are consistently and thoroughly training employees.

· Identified employee development activities through performance appraisals and ensures that employee evaluations are accurate, on time and consistent with the job descriptions.

· Implemented policies and maintaining quality.
· Administer employee benefits. Ensures that compensation and benefits are competitive for the geographic area. 
· Regularly tracks and reports employee suggestions, comments and complaints.

· Assists with disciplinary action as needed following Institute policy. 

· Perform other tasks assigned by Operations Manager. 
Administrative Coordinator 




 1998 to 2003
British Education & Training Systems (BETS) 


· Responsible for public relations & marketing activities

· Maintained employee/personnel records

· Designed and managed the admission process

· Supervised administrative issues.

· Career counseling/student support program.

· Took classes as a Business teacher.

Educational Qualification

 Masters in Human Resource Management from The University of Punjab Lahore 

 Diploma in Social Enterprise Management  (Lahore University of Management Sciences(LUMS)

 Higher National Diploma (HND) in Business & Management   by (Btec Edexcel of London Examinations).

 Hotel Management Diploma by City & Guilds ( British Awarding body)

Training Exposure

  Experience of teaching and Course planning HND(Higher National Diploma In Business) British qualification at British Education& Training Systems

 4-Months intensive “Teachers Training Programme” completed at British Education & Training Systems (BETS)    
        

 3-Months Computer course on MS Office, completed at British Education & Training Systems (BETS)

 2-days Workshop on “Time Management & Effective Communication Skills” attended at British Education & Training Systems (BETS)

 1 week crash training on: “Designing & outline of the course structure of City & Guilds and BTEC Edexcel” from the Internal Verifier - BETS.

 2-days training on “ BTEC Edexcel & Common skills” from the internal verifier

 1 day “assessment on students work from External Verifier(Brenda Smales) Btec Edexcel Official

 Attended conference in Dubai ( Nurturing Relationship) by Btec Edexcel London Examining Body
PROFESSIONAL ACHIEVEMENTS: 

· Primary teachers training programme under that 800 teachers have been successfully completed the “Teachers Training programmed” by the board of London Examinations
· Designed & arranged a Training workshop for the students of The University of Punjab on “Interview skills & Anger management”.

· Designed & arranged workshop on “Confidence building & Personal grooming” of young learners & Students of different colleges.
· Arranged a Training workshop on “Change Management” by Maqbool (Max) Babri. 
· Designed& arranged   a two months programme of contemporary practices of HR in Pakistan by Wasif Waeem .
· Designed& arranged   a Training workshop for “Office skills management” for the entry level employees. 

COMPUTER SKILLS:
Excellent working knowledge of microcomputer, several software's i.e., Excel, Ms Word, Lotus Notes,  Windows Applications, E-mail, Internet etc.
Key Skills:

Skills / Expertise
 Marketing Skills

 Customer Handling

 Marketing Plan & Strategies

 Communication skills

 Administrative skills

 Designing Training Workshops in house/organizations

 To perform HRM functions mainly(Recruitment, Selection, Training &Development )
General Skills
 Ability to interact with different people 

 Administration Skills 

 Analytical Skills

 Problem solving

 Computer Skills

Teaching Skills
 Class Management

 Human Resources

 Organization Theory & Behaviour 

 Professional Studies

Project Management
 Design Training programme

 Conduct Trainings 

 customer Services

 Marketing Strategies

 Arrange Extra Curricular- Activities
