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	Summary& Career Objectives
	HR & Administrative professional with +5 experience and comprehensive background in designing & implementation of policies & procedures, office management & administration, strategies and initiatives, recruitment & selection, payrolls, documentation &recordkeeping,organizational coordination, handling grievance/employees relations, monitoring & evaluation framework to track delivery against desired goals, contracting & vendors management, supervision & performance management. I am on visit visa &Seeking a position at HR &Admin department with a reputed organization wherein I get involved related capacity committed to professional enhancement.

	
	

	Companies & Roles
	· Assistant Manager HR & Admin at Netkom Technologies Pvt.Ltd, (Jul, 2013 – Present)
· Assistant Manager HR & Admin with White Wings Technologies Pvt.Ltd, (Feb, 2011 – June, 2013)
· Project Management & Business Development Officer with Emaan Developers(May, 2006 - Sep, 2010)

	
	

	Areas of expertise
IT Skills
	· HR & Administration.
· Designing & implementation of policies &procedures.
· Job posting/Advertisement.

· Recruitment & Selection.
· Handling Grievance/Resolving conflict & Motivation.

· Office Management & coordination.

· Employees facilitation

· Filing & record keeping

· Monitoring & Evaluation

· Payrolls Administration
· MS Office-MS Word, MS Excel.

· Web browsing, Surfing, Emails, Outlook

	
	

	Languages


	· English - Fluent - Wide Knowledge

· Arabic - Fluent - Wide Knowledge
· Urdu - Fluent – Mother Tongue

	
	

	Experience

Current Job
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NETKOM Telecommunication (Pvt.) Ltd. 

(Jul, 2013 – Present)

Designation: Currently Working with NETKOM as an Assistant Manager HR & Admin.

	
	· Responsible for managing & supervising all the operations of HR & Administration.
· Designing of a monitoring framework to track delivery against desired goals & implementation of policies, procedures, cost-reductive technique & setting objectives; Oversee employees’ disciplines and their compliance with company rules and policies & proceed for Performance appraisal or evaluation of the employee.
· Monitoring & managing HR activities such asjob postings and advertisements; screen candidates&conducting interviews, recruitment- selection& compiling selection process, payrolls administration,Attends to employees’ grievances and complaints; provides guidance if necessary.
· Ensure effective & efficient management of administrative activities in assigned domain such as    . Office Management, property maintenance, record keeping, leave records, office supplies,Property rentals, Billing status, Vehicle invoices, staff houses, teams movement - their accommodation & facilitation planning, inventory/assets,office boys, janitors.
· Managing/ supervising & controlling central & regional Admin/ HR team, assigning tasks/responsibilities & allocation of resources according to changing needs.

· Assisting Top Management for manpower planning, recruitment, selection, placement, performance management, administrative projects, formulation of policies and strategies.

	
	

	Experience 2
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White Wings Technologies (Pvt.) Ltd.

 I-8, Islamabad (Feb, 2011 – June, 2013)

Designation: Worked with White Wings Technologies as an Assistant Manager HR & Administration.

	
	· Establishing & implementation of policies, procedures, cost-reductive technique & setting objectives

· Designing & implementation of a monitoring framework to track delivery against desired goals & objectives

· Monitoring & managing HR activities such as recruitment, payrolls, employee’s orientation & trainings,Job change, Reporting lines, employment Confirmations, scheduling & rotation as required.

· Ensure the operational aspects of payroll processing and associated activities, including salary disbursement, sickness and overtime reports, leave management and reporting are accurate and delivered within timeframes.
· Identifying new trends and usages that can be improved.

· Identify staff vacancies and recruit, conducting interviews and select applicants.

· Allocate human resources, ensuring appropriate matches between personnel.

· Managing attendance sheets, payroll accounts & other relevant records.

· Composing & providing updated reports on the status of implementation against goals and objectives to the management.

· Ensure the fair and transparent process of recruitment.

· Ensure that accurate job descriptions are in place.

· Identify & organizing training and development opportunities, updating senior management accordingly.

· Ensure effective & efficient management of administrative activities in assigned domain such as equipment, office supplies, inventory/assets, property maintenance, janitors, fleet & fuel, office boys, cafeteria and assist in security related matters.

· Coordinating with other departments and managing the order cycle.

· Allocating and managing staff resources according to changing needs.

· Employee’s relationship management, handling grievance & resolving conflicts.

· Coordination with senior management regarding HR & administrative matters & updating records.
	

	
	

	Experience 3
	Emaan Developers (Pvt.) Ltd.

Designation : Projects Management Officer.(May, 2006 - Sep,2010)

Job Responsibilities:

· Manage the day-to-day operations of a variety of office administrative services to ensure that the current and future administrative needs are met efficiently, reliably, and economically in assigned region/domain.

· Project & time management.

· Project base recruitment, selection & contracting.

· Supply-chain (Procurement & Logistics) Management, Organizing & finalizing contracts.
· Purchases of best quality materials within budget lines.

· Selection of vendors upon rates & quality with in budgets.

· Manage good business relationships with external suppliers (for example, cleaning or maintenance contractors, carpenters, Electricians or equipment vendors) to ensure the organization receives satisfactory standards of service.

· Organizing technical teams & labor forces involved in construction process& managing the order cycle.

· Resolving issues & conflicts

· Dealing with legal issues & coordination with cantonment boards.

· Composing & providing updated reports on the status of implementation against goals and objectives to the management.

· Maintain records of all transactions regarding vendor’s payments, purchases& transportation rentals.

	
	

	Academic Details
	        MBA – HR. HamdardInstitute of management sciences, Islamabad. (2007 – 2008)
        BA.Punjab University, Lahore. (2005 – 2006)
        HSSC – Inter Computer Sciences. FBISE Islamabad. ( 1999 – 2000 )
        SSC – Science Group.FBISE Islamabad. ( 1997 – 1998 ) 

	
	

	Personal
	Date of Birth:12 Jan, 1984.

Nationality: Pakistani, Religion:Muslim,  Marital Status:Married
Enjoy travelling, shopping, going to restaurants & malls, build lasting relationships with people.

	
	


	Visa Status
	Visit Visa 

	

	
	

	


