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An Enthusiastic Management Professional

Why Me?
· A trustworthy professional who can keep & maintain trust of company & employees. 
· Optimistic and committed towards the work 
· Can resolve issues calmly & fairly. 
· Can communicate effectively, in friendly yet professional manner. 
· Capable of meeting deadlines and managing time wisely 
· Self-motivated & ready to take challenges. 
· Having experience in areas like Recruitment, Managing Employee relations, Trainings, Office Management 
	
	
	AREAS OF EXPERTISE

	
	Recruitment
	
	Employee Grievances

	
	Disciplinary Issues
	
	Exit Interviews & Settlements

	
	Job Descriptions
	
	Leave Management

	
	Training
	
	Payroll (ERP)

	
	Organizing Corporate Events
	
	Guest Relations


PROFESSIONAL EXPERIENCE
AMAN FOUNDATION  (AMAN HEALTH CARE SERVICES)
HR EXECUTIVE - January 14, 2013 till August 06, 2014
Task Performed:
· Assist department in carrying out various human resources programs and procedures. 
· Initial screening and short listing of resumes; meeting candidates, organizing interviews and client interaction. 
· Update HR System with absence information to enable accurate reporting and payroll. 
· Maintain employee personal files, ensuring files are accurate and up to date and that access to them is controlled and they are handled confidentially. 
· Manage complete personnel records including profiles, leaves and late arrivals etc. 
· Draft several HR communications. 
· Coordinate with Verification of Employees’ Degrees with the HR Firm. 
· Conducts new employee orientations; administers pre-employment tests; conducts reference checks. 
· Formatting Job descriptions of organization on ISO standards. 
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· Prepare monthly staff payroll using Microsoft Dynamic software. 
· Provide advice to employees on the human resource policies and procedures. 
· Administration of all Contract Labor. 
· Prepare employee F&F settlements and conduct Exit interviews. 
· Organize events & other recreational activities for department. 
AL-ABBAS FABRICS (PVT) LTD
HR OFFICER - June 20, 2011 till January 07, 2013
Task Performed:
· Maintain records & compile reports concerning personnel-related data such as hires, transfers & absenteeism rates. 
· Negotiating with staff/ workers on issues related to pay and conditions. 
· Preparing job advertisements. 
· Conducting interviews and going through whole process of hiring individuals. 
· Plan and conduct new employee orientation to foster positive attitude towards organizational objective. 
· Worked on “Employees’ Children Education Program”. 
· Conduct Exit interviews of employees to identify reasons for leaving. 
· Arrange recreational programs for employees. 
· Arrange students’ educational visit from different institutions. 
SUMMIT BANK
HR TRAINEE (INTERN) - January 22, 2011 till June 12, 2011
Task Performed:
Served as a COORDINATOR to HEAD, HR
· Preparing HR related memos. 
· Corresponding on company legal cases. 
· Processing new hiring cases. 
· Short listing/recruiting incumbents for summer internship program. 
· Assisted in the training of MTO Batch 1 program. 
· Maintaining leave records of the company employees. 
	
	ACADEMICS

	2011 to 2013
	SZABIST – MBA (Human Resources) with CGPA: 3.23


Final Year Project: “Effect of 360 degree appraisal on the motivation level of employees in Media Industry”
2007 to 2010 PAF KIET – BBA 4 years (Human Resources) with CGPA: 3.45 Final Year Project: “Diagnosing poor work performance of employees at work”
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ACHIEVEMENTS
· Throughout position holder from class 1 to 8 
· Extra ordinary performance award in Mother’s day celebration 
· Academic scholarships in universities 
· Appreciation award for contributing in the Launch of SUKH Initiative of AMAN Health 
· Appreciation award for contributing in the implementation of ISO 9001 in AMAN Health 
· Organized THIES CUSTOMER’S DAY at Al-Abbas Fabrics (Pvt) Ltd. 
· Hosted AMAN Foundation’s First Annual Recognition Award Ceremony of Employees. 
TRAININGS
· Attended Training on “How to perform CPR” conducted by AMAN HEALTH CPR PROGRAM 
· Attended workshop organized by “THIES” for the clients to introduce their new machine. 
· Attended 4th E-Health Conference held at AMAN Foundation 
· Attended two days training on “Building High Performance Teams” 
EXTRACURRICULAR ACTIVITIES
· Served as Organizer in Psychology Workshop on Attitudinizing yourself 
· Served as MOC & Coordinator in Final Year Project Exhibition 
· Served as a volunteer in COMBAT (Event of BS), Basant and concerts. 
· CONVOCATION 2009 as a volunteer. 
· Sports (Cricket, Basketball and Badminton etc.) 
· Traveling 
· Gardening 
· Cooking 
LANGUAGES
· ENGLISH (IELTS certified – Scored 6.5 band) 
· URDU 
· HINDI 
References will be provided on request

