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	Date of Birth:
	14 January, 1979

	Marital Status:
	Married


Status: Visit Visa 
Objective:

To be a part of a dynamic organization and utilize my knowledge, skills and expertise to contribute towards organizational and professional excellence.
Academic Qualification:
	Degree
	Passing
	Institution/

	
	Year
	University

	Master in Business
	2007
	Govt. College University

	Administration (Finance)
	
	Faisalabad

	Bachelor of Arts
	2003
	Punjab University Lahore

	Intermediate
	1997
	B.I.S.E Faisalabad

	Matriculation
	1995
	B.I.S.E Faisalabad


Overall Professional Experience: (Aprox. 8 Years)

July, 2008 to date:
Interloop Ltd Faisalabad.A public Ltd company, Large Textile manufacturing
organization.
Officer HR
Reporting:

Directly reporting to Assistant Manager HR & also Manager HR
Recruitment:

Managing all Recruitment issues as aRecruitment Head.
· Preparation of Manpower according to vacant positions. 
· Preparing job adverts, checking applications, interviewing / evaluating, selection and orientation of selected employees. 
· Recruiting staff - this includes developing job descriptions and person specifications, 
· Managing Training Need Assessment, designing training courses, conducting training and evaluating effectiveness of training and keeping training record. 
· Conducting of Executives promotional appraisal 
· Recruitment of workers. 
· Conducting promotional interviews of workers. 
Training & Development:

Training of workers on statuary benefits and company policies.
Social Security:

· Dealing with Punjab Employees Social Security Institution 
· Payment of Social Security Contribution and preparation of R-5 Cards 
· Filling of death grant cases to Social Security local office 
· Filling of family pension cases of accidental death cases during working hours 
· Filling of the disability pension cases due to occupational accidents 
· Reimbursement of Leaves, daily charges, diet or food charges, fare charges from Social Security local office 
EOBI: (Employee Old Age Benefits Institutions)

· Submission of EOBI Contribution on monthly basis to relevant department 
· Preparation of EOBI Cards for entitled employees. 
· Submission of Old age & Disability cases 
· Submission of cases for medical pension 
· Maintenance of web based EOBI data base 
Group Insurance:

· Submission of monthly addition/ deletion list to state life insurance company 
· Submission of group insurance cases to relevant insurance company as to pay Rs:200,000/ to its survival 
· Submission of eligible accidental claims 
Labour Department:

· Interact with Labour department for implementation of Labour Laws 
· Submission of Death grant cases of deceasedworkers 
· Submission of daughter marriage grant 
· Submission of cases for talent scholarship 
· Admission of worker children in worker’s welfare schools 
· Responsible apprenticeship program according to labor law by the labor department. 
 Responsible to announce all Gazetted holydays through labor department.
Jan, 1999 to 2001:
S.B Hosiery. A knit wear & Garments Export Company
Manager Production:
Reporting:

Directly reporting to GM Production.
Job Description:

Procedures for workers. Maintain operations data, like time, production, and also cost records, and also prepare management reports of production results. Recommend or implement measures to motivate employees to improve production methods, equipment performance, product quality, or efficiency. Equipment labor availability, and also workloads. Requisition materials, supplies, equipment parts, or repair services. Set up as well as adjust machines equipment. Calculate labor as well as equipment requirements production specifications, Plan as well as develop new products production processes. Conduct employee training in equipment operations or work safety procedures, or assign employee training to experienced workers. Keep records of employees attendance hours worked. Recommend or execute personnel actions, like hiring’s, evaluations, and also promotions.
Job Knowledge:

· HRMIS, Compensation & benefits. 
· Statutory requirements regarding Social Security, EOBI and all laws applicable to an industry. 
· Inquiry, Investigations conducting & analytical skill. 
Interpersonal Skills:

· Job knowledge, Quality of work. 
· Planning & Organizing, Problem solving skill. 
· Common & Legal sense, Judgment & Decisions. 
· Communication. 
· Responsibility. 
· Leadership, Initiative. 
Computer skill
