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Visa Status:    Tourist Visa
Availability:
Immediately
PROFESSIONAL AND PERSONAL VALUE OFFERED
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· 3+ years’ professional experience as an HR Assistant with specific expertise in handling large scale human resource projects 
· Superior technical, interpersonal and communication skills 
· Well-versed in devising and implementing administrative and clerical strategies to meet the needs of the department 
· Effective operational assessment acumen endeavored at managing the logistics of new employee orientation and support 
· Solid background in assessing, motivating, training and inspiring newly inducted personnel 
CORE COMPETENCIES INCLUDE
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Benefits administration
Personnel records
Employee relations
Compensation management
Attendance management
Reports preparation
SYNOPSIS OF ACCOMPLISHMENTS
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· Brought company’s HR policies into 100% compliance with standardized human resource protocols 
· Recognized for high level of success in carrying out induction programs 
· Developed a series of successfully interactive orientation programs for the benefit of training new hires 
· Received three excellent performance evaluations quoting, “Exceeds job expectations” 
WORK EXPERIENCE

HR Assistant – Human Resource
Pak Gum Industries, Pakistan, Karachi | May 2011 – June 2014
· Organizing interviews via telephone and emails 
· Manage candidates database 
· Maintaining complete record of all the candidates 
· Assisted in carrying out induction programs 
· Arranging annual training sessions 
· Providing assistance to General Manager for arranging his meetings and visits 
EDUCATION

MASTERS-2014
BACHELOR-2012
University of Karachi
University of Karachi
Major:  Mass Communication
Major:  Economics
Degree:  MA
Degree:  BA
CERTIFICATIONS

Office Management Experts-2014
Interactive Computer Institute
Programs: Microsoft Widows, Microsoft Office complete 2013, Advance Searching Skills Certificate: CIT
Language Addition
Islamic Language Institute
Major: Arabic writing, reading and speaking
Certificate: AL
Skills Development Program
Advance Skills College
Major: Time & Team Management, Individual Skill Improvement, International Communication Skills
Certificate: CAS
	PERSONAL SKILLS
	

	• Time Management
	• Microsoft Office
	• Verbal Communication Skills

	• Effective Thinking Skills• Workshop Conductor
	• Teamwork Skills

	LANGUAGES
	
	

	ENGLISH – Fluent
	
	

	URDU – Fluent
	
	

	ARABIC – Mid Level
	
	

	PERSONEL DETAILS
	

	Date Of Birth:
	20-Feb-1990
	

	Religion:
	Islam
	

	Marital Status:
	Married
	



INTEREST

Travelling, Reading, Writing, Internet surfing, Watching Movies, Playing Cricket
REFERENCE: Available upon request
