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PROFILE: A dynamic team player with strong interpersonal & management skills, Bachelors of Business Administration (BBA) having 3 years of experience specifically in all Human Resources functions, with an objective to obtain a challenging position in an organization that utilizes my professional & technical education, experiences and skills.


EDUCATION:



· Bachelors in Business Administration Human Resources.



          2007-2011

(COMSATS Institute of Information Technology)                                                                           

· HSSC (Pre-Engineering) Islamabad Model College G-10/4                             
          2006-2007

· SSC (Pre-Engineering) Islamabad Model College G-10/4                                                  2005-2006



PROFESSIONAL EXPERIENCE:


Manager Human Resources     

                                                                    Flights4U Travels

                 Oct 2014 – Mar 2015


Working with Flights 4U Travels as a Manager Human Resources developed the sense of ownership and responsibility. Working with a relatively smaller team I understood how pressurizing and challenging a leadership role is specially in a very dynamic and demanding environment. I was responsible for all the functions of human resources department (Compensations and Payments, Recruitment and Training). A few responsibilities included but were not limited to the following.

Job Responsibilities /Achievements:

· Payroll disbursement of all employees.

· Bonus adjustments calculations based on department and function wise key performance criteria.

· Payroll calculations, deductions and record maintenance.

· Conducting post-payroll audits.

· Interviewing potential candidates.

· Account closures.

· Employee grievance sessions.

· Training employees on handling customers.

· Approving and processing resignations and terminations and ensuring swift processing of final settlements,

· Employee awareness sessions regarding company policies and procedures. 



Executive Human Excellence

           



                Touchstone Communications
     







                Apr 2012-Sep 2014


Touchstone Communications is one of the largest Call Centers of Pakistan and it works with 50 companies ranging from small businesses to big organizations. I worked here as a HR specialist which enhanced my communication, time management and intra-personal skills.

Job Responsibilities/Achievements:

· Disbursement of Payroll of all employees.

· Responsible for correct and timely posting over HRMS.

· To ensure policy adherence throughout the company.

· Looking after leave portal and doing relevant adjustments in Payroll.

· To handle payroll issues and relative queries.

· Handling monthly confirmations.

· Handling health insurance of all employees and all relative queries.

· Managing resignations and timely clearances for exiting employees.

· Updating database on daily basis.

· Active participant of “Succession Planning Program”.

· Attended an in-house training on “Handling Responsibility and Organizational Politics”

· Recruitment reports for daily interviews

· Taking interviews

· CV Short Listing

· Contacting potential candidates and taking interviews

· Attending Job-Fairs



Management Training Officer     
                                                                  Ufone Telecommunication

                Sep 2011 – Apr-2012



Ufone started its operations in January 2001 under the brand name ‘Ufone’, as a result of PTCL’s privatization, Ufone became a part of the Emirates Telecommunication Corporation Group (Etisalat) in 2006. It holds 30% of the market share and working under such a banner in an early stage of my career helped me in developing professionalism, team management, time management and basic HR concepts.

Job Responsibilities /Achievements:

· Payroll disbursement of all contractual employees on SAP nationwide.

· Preparation and validation of Payroll journal.

· Reconcile payroll balance sheet accounts.

· Ensure valid posting on SAP.

· Updating SAP with monthly confirmations from Nationwide.

· Updating SAP with resignations of permanent employees Nationwide.

· Handling OPD/HOSP claims and all relative queries.

· Correspondence with Finance (Taxation & Payroll) team regularly to establish controls on time consuming assignments.

· Account closures.

· Payroll Audits on SAP.

· Attended 3–days training session on “Team Building” held in Muzaffarabad.

· Attended 2-days training session on “Analytic Thinking”.  

· Introduced and implemented recruitment program named “Swift Recruitment Process”

· Employee Filing

· Taking interviews for the position of CSRs.



COMPUTER LITERACY:

· Microsoft Office (Word, PowerPoint, Outlook & Excel)

· Human Resources Information Systems/Databases
· HRMS

· SAP

· Quickbooks



PERSONAL INFORMATION:

· Date of Birth:

   June 18th, 1989

· Nationality:                    Pakistani

· Visa Status:                    Visit Visa 
· Marital Status                 Single
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