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· Post-graduate in International Business from Bucks New University, United Kingdom.

· Experienced in Payroll and Management.

· Quick learner, responsive personality with eye for details.

· Enthusiastic, Conscientious and hardworking.

· Problem solving and team player.
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Nov 2008 - May 2015 
Primrose Catering Ltd t/a Subway® High Wycombe, UK

Manager                                   (Permanent)
· Responsible for restaurant management.

· Responsible for inventory and money system.

· Maintaining and analyzing business records to increase sales.

· Ensuring customer service standards are met or exceeded.

· Making marketing plans and organize events.
· Hiring and training new staff and responsible for sending their hours to accountant.
· Ensuring food safety and implementing brand policies and procedures.
Achievements: I started working as part-time supervisor and was promoted to Manager in January 2013 because of my excellent performance.

Sep 2010 – Jan 2013

The Perfume Shop Ltd, Head Office,High Wycombe, UK

Payroll Assistant


· Administering electronic time & attendance system and monitoring submission of timesheets.

·     Responsible for coordination efforts between payroll, human resources, budget and other departments to ensure proper flow and maintenance of employee data.
· Responding to queries of the employees, HR and any other external organization and solving problems.
· Assisting with the implementation of Oracle HCM software – Testing and liaising with programmers to ensure customization was working as specified.
· Importingpayroll data and absence data into KCS (legacy) and Oracle software for payroll run and reporting to area managers and regional managers.
· Preparing and processing payroll on both software (KCS and Oracle) to test the accuracy of newly implemented software.
· Preparing Budget and forecast reports and reporting to payroll manager, finance manager, HR manager, area managers and HR director.

Feb 2007 – Nov 2008

PLV Enterprise Ltd., High Wycombe, UK

Assistant Manager (Part time while studying)

· Manage the restaurant in accordance with Company Policies and Procedures including directing the activities of employees in maximizing sales, operating efficiency and profit

· Achieve CHAMPS Standards within the restaurant by ensuring that all employees are focused on exceeding customer expectations for Cleanliness, Hospitality, Accuracy, Maintenance, Product and Speed of Service

· Forecast and schedule management and team member labour within budget. Ensure tasks are only undertaken by those employees certified to perform them.

· Train and develop team members to meet the standards of performance required. 
· Monitor performance and implement corrective action where required.

· Report to the Area Manager any aspect of employee relations, customer service, attendance of and/or inspections by third parties that have or are likely to affect the operation of the restaurant
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2009-2010
M.Sc. International Business, Bucks New University, Buckinghamshire, United Kingdom

2007-2009
Diploma in Business Management, Hamilton College, London, United Kingdom

2004-2006
Bachelors of Commerce, The University of Punjab, Lahore, Pakistan
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References will be furnished upon request









OVERVIEW - - -








Excellent Communication


Teamwork


Business Administration








PROFESSIONAL SKILLS - - -





Advance Ms Office


IT Skills


Time Management








Oracle


Leadership 


Adobe Photoshop











WORK EXPERIENCE - - -





EDUCATION AND QUALIFICATION - - -





PERSONAL DOSSIER - - -





LANGUAGES - - -





DOB:			15th Jan 1987


Marital Status:		Single


Nationality: 		Pakistani








English (Fluent)


Urdu (Native)


Punjabi (Native)


Arabic (Reading & Writing)








