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MBA (HR)

If your organization requires high-energetic professionals with no-excuses attitude and is up to any task, I’m the person you’re seeking. My qualifications and experiences will enable me to fulfill your expectations.

I am conscientious in my personal and professional life. I take pride in myself and my work, and derive considerable satisfaction and can manage a variety of projects simultaneously. My specific proficiencies include administration and management. I am seeking a responsible position of Management and Administration that offers challenge and opportunity to me.

As my resume indicates, I have moreover 05 year experience in large organizations of Pakistan. My day-to-day output reflects a high level of motivation, efficiency, and ability to meet any objective. I have a proven ability to troubleshoot, perform under a suitable amount of supervision, and demonstrate a high degree of initiative and good judgment. However, I believe that you will find, and previous employers will verify, that I exhibit intelligence, common sense, initiative, maturity and stability and that I am eager to make a positive contribution to your organization.

		

	


	Personal Information 

	


	 
  Profile:

Male , 24 , Single

  Nationality:

Pakistan 

  Current Location:

Pakistan

 

  Current position:

Trainer/Instructor
  Company:

Govt. Vocational Training Institute 

 

(Reporting to: Principal & Area Manager)

 

  Preferred Locations:

Dubai, Ajman, Saudi Arabia, Kuwait  

  Salary expectation:

USD 1000 per month (Negotiable) 



	

	PROFESSIONAL EXPERIENCE 

	


	Apr 2004 - Present 

Govt. Vocational Training Institute 
Pakistan 
 
Instructor & Administrator  
 Activities to be achieved
· Act as a member of recruitment and selection committee while hiring permanent or contract staff

· To regard my competencies in improving the quality of training and trainees, Board of Management elect me as a Secretary of Staff Member Committee.
· Prepare Minutes of Meeting and Report to President BOM(Board of Management) and principal 
· Maintain 45 PCs computer Lab fully functionally and equipped with networks 

· Enhance the skills of trainees so that they will cope with future challenges

· More over my 450 trainee are working in famous organization of Pakistan


	Dec 2003 - Feb 2004

Govt. College of Education

Pakistan 

 

IT Instructor(Trainer) 

 Activities to be achieved
· Conduct a Training Session of 2-months in order to prepare the students of M.ed and B.ed for IT Exams

· Established a new Computer Lab of 6PCs to enhance the skills of students


	August 2008

Certificate of Dynamic Teaching Skills 

Punjab Vocational Training Council 

 Activities to be achieved
· In order to reward the competent staff of Vocational Training Institutes, Punjab Vocational Training Council Reward my the “Certificate of Dynamic Teaching Skills”


	Mar 2007(Evening)
	Auj Development Organization
	

	 Activities to be achieved
	· From the last One year I am working as Assistant HR Officer in Auj Development Organization

· After Clearing MBA (HRM), Administration promote me to work as HR Officer, and being HR Officer, I have updated the HR policies including (Recruitment , Staffing, Retention, Selection and other Separation Policies)



	EDUCATION 


	2006 - 2008

Allama Iqbal Open University, Islamabad
Punjab , Pakistan 

 

MBA, GPA 65%

Specialization in Human Resource Management with complete competencies in the enlisted subjects

· Management

· Economics

· Marketing

· Business Communication

· Financial Accounting 
· Business Research

· Cost Accounting

· Statistics for Management 

· Computer Sciences

· Human Resource

· Strategic Management

· Financial Management

· Total Quality Management

· Management Information System 

· Organizational Behavior

Subjects in Specialization 

· Compensation Management

· Labor Management

· Project Management

· Business and Labor Law

· Training & Development 



	2004 - 2005
Bahaudin Zakaria University
Multan, Pakistan 
 
Bachelor of Arts, GPA 63% 

Field of Study

· Economics



	2004 - 2005
Board of Intermediate & Secondary Education 
D.G. Khan , Pakistan 
 
HSSE, GPA 63% 

Field of Study

· Economics

Aug 2008- Aug2008
Punjab Vocational Training Council

LHR, Pakistan

Training Course of One Week “Dynamic teaching/Training Skills”

OTHER CERTIFICATES

	2004

CO/OA
Punjab Vocational Training Council, Lahore , Pakistan 



	2006

Auto Cad
Punjab Board of Technical Education, Lahore , Pakistan 



	Professional & IT Skills

	 My professional’s skills including Planning, recruitment and selection will enable me to cope with all the future challenges. Moreover the detail of IT skills is given below

	Windows & Office tools
  MS Office

Expert

Operating systems

Networking 

Hardware Trouble Shooting 
  Networking

Advance

Auto Cad

Corel Draw

MS Visio 

MS Project Advance



	LANGUAGES

	


	 Spoken, Writing
	  English
Fluent



	 
	  Urdu

Fluent




