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	Objective 
To work with a reputable organization, where I can utilize my experience & skills for mutual growth.

	Work Experience 
Aga khan University Hospital Karachi, Karachi, Pakistan.                       01/12/2014 – 15/08/2015
Human Resource Coordinator 

· Job Responsibilities includes :

· Assist in employee hiring and firing procedures

· Provide input for employee retention policies

· Maintain and update company’s organizational charts Coordinate exit interviews

· Provide administrative support

· Assisting Supervisor for HR functions. 

· Make logistic arrangements for meetings and take minutes.

· Act as supporting role with Training and Development respective associate.

· Monitoring and Evaluation of participant’s evolution forms generate report

Faiz Rehman Hospital, Karachi, Pakistan.                                               12/05/2011 – 30/08/2012
 Receptionist 
· Job Responsibilities:

· Provide assistance in conducting Hospital activities.

· Prepare meeting schedules, make appointments and maintain calendar for supervisor.

· Liaise with concerned departments for day to day official matters to ensure smooth coordination of programs.
· Proper filing and maintenance of physical and electronic records.

· Dealing with the organizations for payment of panel patients.
Ttraining & skills
· Excellent command of English ( oral and written)

· All official MS and excel office expertise with graphical experiences. 

· Learning and Research

· Organizational ethics & communication skills

· Passionate for innovative ideas.

· Reading inspirational and Leadership development books.

· Youth development, and leading sessions, seminars and programs related to Youth

· Enthusiastic for volunteering and social work

· Love to encourage and help team members during touch schedules

Key Strengths and Skills 
· Experience in organizational & HR diagnosis, consulting, design and facilitation of training & development activities.

· Strong planning and facilitation skills; able to communicate & train effectively at all organizational levels, build relationships of trust, and enlist the participation of team members.

Education 
· Bachelors in Business Administration-Hons   IQRA University – Karachi                                    2015
· Intermediate Certificate –I.COM                Board of Intermediate Education, Karachi         2010
· Secondary School Certificate                       Board of Secondary Education,  Gilgit                        2007

Personal Details

· Marital Status :                       Single             

Languages :

·     Fluent in English & Urdu

References :

Will Be provided on demand
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