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OBJECTIVE
To work in a dynamic organization providing ample opportunities for personal growth and self-actualization linked to organizational development.
SKILLS
· Research and analysis

· Recruiting, selection, Training and Development and Orientation.

· Supervisory and team building skills

· Accounting and bookkeeping

· Analytical and problem solving

· Decision making skills

·  Effective verbal and listening

·  Communications and effective written communications skills

· Computer skills including the ability to operate computerized accounting, spreadsheet and word-processing programs at a highly proficient level  stress management skills

· Time management skills

· MS office, In-page, Internet, Leadership, Management, Communication, Team work and coordination and Driving.
ACADEMICS
	Degree
	Board
	Status

	MS in Management
	Hazara University Mansehra
	March 2015

	Master in Commerce (M.Com)
	Hazara University Mansehra
	August 2010

	Bachelor in Commerce (B.Com)
	Hazara University Mansehra
	June 2008

	Diploma in Commerce (D.Com)
	Board of Technical Education Peshawar
	August 2006

	Secondary School Certificate (SSC)
	Board of Intermediate and Secondary Education   Abbottabad
	June 2004


EXPERIENCES
HR MANAGER IN MUSLIM EDUCATION SYSTEM MANSEHRA

Responsibilities
· Maintains the work structure by updating job requirements and job descriptions for all positions.

· Maintains organization staff by establishing a recruiting, testing, and interviewing program; counseling managers on candidate selection; conducting and analyzing exit interviews; recommending changes.

· Prepares employees for assignments by establishing and conducting orientation and training programs.

· Maintains a pay plan by conducting periodic pay surveys; scheduling and conducting job evaluations; preparing pay budgets; monitoring and scheduling individual pay actions; recommending, planning, and implementing pay structure revisions.

· Ensures planning, monitoring, and appraisal of employee work results by training managers to coach and discipline employees; scheduling management conferences with employees; hearing and resolving employee grievances; counseling employees and supervisors.

· Maintains employee benefits programs and informs employees of benefits by studying and assessing benefit needs and trends; recommending benefit programs to management; directing the processing of benefit claims; obtaining and evaluating benefit contract bids; awarding benefit contracts; designing and conducting educational programs on benefit programs.

· Ensures legal compliance by monitoring and implementing applicable human resource federal and state requirements; conducting investigations; maintaining records; representing the organization at hearings.

· Maintains management guidelines by preparing, updating, and recommending human resource policies and procedures.

· Maintains historical human resource records by designing a filing and retrieval system; keeping past and current records.

· Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies.

· Completes human resource operational requirements by scheduling and assigning employees; following up on work results.

· Maintains human resource staff by recruiting, selecting, orienting, and training employees.

· Maintains human resource staff job results by counseling and disciplining employees; planning, monitoring, and appraising job results.

· Contributes to team effort by accomplishing related results as needed.
VISITING LECTURER

· Teaching HRM in the Hazara University in the Department of Information Technology (IT).

HR ASSISTANTIN RSPN Project: (Benazir Income Support   Program)

Responsibilities
· Substantiates applicants' skills by administering and scoring tests.

· Schedules examinations by coordinating appointments.

· Welcomes new employees to the organization by conducting orientation.

· Provides payroll information by collecting time and attendance records.

· Submits employee data reports by assembling, preparing, and analyzing data.

· 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.

· Maintains employee confidence and protects operations by keeping human resource information confidential.

· Maintains quality service by following organization standards.

· Maintains technical knowledge by attending educational workshops; reviewing publications.

· Contributes to team effort by accomplishing related results as needed.
MANAGER ADMIN AND FINANCE OFFICER IN UFONE FRANCHISE TELECOM COMPANY (Pvt;) ltd 
Responsibilities

· Maintaining cash accounts

· Maintaining stocks and logistics account

· Preparing payroll of employees

· Daily, weekly and Monthly Reporting
· Reviewing administrative policy

· Developing and implementing budgets
· Supervising marketing efforts
TRAININGS AND CERTIFICATES
· Training of SPSS ( Statistical package for social sciences)
· GAT General       (Qualified) 
