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ASIM 
PAKISTAN

Email: asim.125962@2freemail.com 
OBJECTIVE:
To obtain Administrative, HR Executive/Coordinator/Secretary position with a global business, or professional associations that is seeking individual who can analyze, organize, and manage challenging projects that promote career growth as well as organizational. Intend to build a Human Resource career with leading corporate hi-tech environment with committed and dedicated people who will help me to explore myself fully and realize my potential.

I look forward to work in your organization and utilize the HR mgt skills towards maintaining cordial relationship between the management and the work force.
CAREER SUMMARY:
· Al Shifa Health Care Centre (Pvt Hospital) Peshawar Pakistan  
    [Aug 2008 to Dec 2010]


         HR/Admin Coordinator

· Over all day to day handling of office administration, correspondence and HR functions

· Assist in HR Generalist accountabilities and tasks, Arrangement of patient’s admission and discharge. 

· Manage communication in office through drafting notices, circulars and memos, Office orders, letters etc.

· Liaison with all quarter concerned for HR related issues.
· Coordinate with CEO/Administrator in the process of hiring hospital staff through sorting/filtering CVs, arranging interviews etc as per recruitment process activities.

· Liaise and coordinate with higher authorities on behalf of the public and hospital staff. Involved in press relations, public and community affairs.

· Administer the day to day operational running of the health care institution. Administrative and secretarial support to all the staff and CEO.

· Administer over all recruitment, hiring and termination activities of the employees (i.e) MO's, Paramedical Staff etc.

· As an intern for three months with HR department (North West General Hospital & Research Centre) Hayatabad Peshawar. 
 





     [June 1st to August 31st, 2009]
ACADEMIC/PROFESSIONAL QUALIFICATION:
· MBA (HR/Mgt)


2010
IBMS NWFP Agricultural University Peshawar(Pakistan)
· B.A (Law-Pol.Science)

2007
HAZARA University Mansehra (Pakistan)
COMPUTER SKILLS:
· MS-Office applications.
· Email and Internet.

· Installation, Debugging & Operation of Windows NT, 98/95, Windows 2K, Windows XP

INTERPERSONAL SKILLS:
· Self motivated with good creative, management & administrative skills.
· Excellent team player & decision maker.
· Guts of supervision & excellent coordination skills.
· Hardworking, assertive & target oriented meeting the time lines.
· Able to handle multiple tasks at a time and can work under extensive pressure.
· Handling of day to day operational activities and smooth running of the business activities in an organization.
PERSONAL DETAILS:
· Sex:                  Male

· D.O.B:               January 26th, 1985

· Religion:            Islam
· Nationality:         Pakistani

· Language:          English. Urdu, Pashto ,Hindko, Punjabi

· Marital Status:    Single
· Hobbies:
 Reading newspapers, Books, surfing the Internet, Sports, Watching TV, Movies, interest in learning                             different languages. Active member of Pakistan International Human Rights Organization (PIHRO) at University.
DECLARATION
     
I hereby declare that the above particulars furnished by me are true to the best of my knowledge and belief.
