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Executive Summary

Have 2.5 years experience as Assistant manager HR in MS Engineering works Industrial state Hayatabad Peshawar Pakistan (February 2011 to July 2013).
8 weeks internship program in The Bank of Khyber at Hangu branch (2009), along with Project Report.

8 weeks internship program in PTCL (Pakistan Tele Communication Lines), Head office Peshawar HR department (2010), along with Project Report.

To work in a highly professional and competitive work environment, while contributing the best of my abilities towards the positive growth and successful development of a progressive organization.

        PROFESSIONAL EXPERIENCE:  Works
Assistant Manager HR 
Core Competencies:

Formulation of HR strategy aligned to business
· Well known about the employees strength
· Estimating employees and workers salaries

· Check and balance employees work according to demand of the company

· Controlling HR cost to derive maximum benefits

· Understand the long and short term strategies and market dynamics

· Initiates and participates in the selection process to select the most suitable internal or external candidates for suitable positions

· Identifies critical employees training regarding needs of the company
Responsibilities
Responsible for recording employees information:

· Personal data
· Attendance

· Benefits

· Compensation

· holidays
Duties
· Answering phone calls
· Dealing with enquiries

· Provide general information to job applicants regarding HR procedures
· Reading all correspondence including inquiry letters, job applications and CV’s that are sent in

· Preparing and issuing employment contracts to new employees

· Making sure that all employees records are accurate and well maintained

· Organizing training for new staff

· Setting up and maintaining employees personnel files

· Assisting with the recruitment and selection process

· Writing job adverts and posting them on newspapers
· Attending exit interviews
Key Competencies:

· Recruitment and Selection
· Contracts of Employment

· Absence Management

· Performance Management

· Attention to detail
Education

· Master of Sciences in Business Administration, from NUML (National University of Modern Languages) Islamabad Pakistan.
· Bachelor of Business Administration (Hons) equivalent to Master of Business Administration, from NUML (National University of Modern Languages) Islamabad Pakistan.
· Inter Computer Sciences, from Iqra Academy Abbottabad Pakistan.
IT and Computer Skills

· Microsoft Office 2007 and 2010: MS-Word, MS-Excel, MS-Power-Point.
· Office machines operating and basic troubleshooting.
· Using of Internet
Strengths
· I have flexibility of time, & have can do attitude and work up to deadlines.

· I am hard worker, good listener, quick learner and a good team player.

· Can work on own initiative.

· Flexible, adaptable and open to change.

· Easy going and approachable     

Languages

 I am multilingual: Can read write & Speak: English, Urdu, and Pashto.

              Can Read, Write Arabic and Can Speak Hindi

Personal Information

Marital Status
:  Single

Date of Birth
:  27 years (18th March 1987)
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