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-Bachelor in Business Administration in HR from Institute Of Management Sciences Peshawar (2010-2015)

-Fellow in Science Pre Medical (FSc.) from Peshawar model degree College Peshawar.


OBJECTIVE


To improve my ability, seeking career-oriented job in a dynamic, progressive and development oriented organizations that offers learning environment. I am ready to work under difficult conditions with important responsibilities to achieve the goal of the organization efficiently and effectively. 


PROFESSIONAL PROFILE:

1. Store Supervisor at HM Traders September 2014-August 2015.

2. Three months internship in Operation Department FF Steel Peshawar. 

3. Three months internship as Sales Executive in FF Steel Peshawar.  

4. Three months internship as admin assistant in FF Steel Peshawar.

Job responsibilities :
· Responsible for the daily running of store.

· Greeting all new customers and visitors with a warm welcome.
· Listening to customer requirements and make an order appropriately according to their requirements.
· Make sure that pricing is correct.

· Work on store display.

· Identify market trends that appeal to customers.

· Ensure that products are clean and ready to be displayed.

· Maintain inventory and ensure items are in stock.
· Make sure that health and safety measure are met.
· Making sure that customers and visitors have a positive experience at the store.

· Handling all customer related queries and requests and solve their problems as soon as possible.

· Maintaining  and developing relationships with customers in person and via calls and emails.

· Responding to incoming emails and phone inquiries.
· Checking the quantities of goods in stock and give report to operation manager.

· Approving orders from different departments.

· Making daily report of meetings of department’s heads.

· Giving information of ongoing process in the production to different departments within the organization and to the customer about their orders.

· Issuing offer letters and appointment letters to new employees.

· Standardized the joining formalities process of new employees.
· Making Induction of the new employees to make them aware of the organization policies, procedures, facilitating their interaction with different functional heads of the different departments.

· Handling various issues/queries related to various HR department.

· Maintaining Labor records

· Maintain Appraisal Details (Half Day, Leave day, late days, productivity etc.) and forwarding it to the HOD for the further procedure.

COMPUTER & TECHNOLOGY KNOWLEDGE:

· Practical use of Ms-Word, Ms-PowerPoint, and Ms-Excel & internet.

· Practical use of SPSS.
· Practical use of adobe Photoshop
LANGUAGES Knowledge:


· Reading, writing and speaking fluency in English, Urdu and Pashto.

· Arabic Beginner Level
Additional Information: 

· Participation in Clean & Green Peshawar campaign (Jan 24-29, 2011).
· Worked as volunteer in hide collection campaign for ShaukatKhanum Memorial Cancer Hospital and Research Centre 
References: 
References are available upon request.
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