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Objective:


To work in a reputable organization where I can perform with my group/team in order to share my experience, capabilities and skills to aim the challenges and come up to edge.

Education:


· Bachelors in Commerce
:
In Process.
· Intermediate


:
Private (Karachi Board).

· Matriculation


:
St. Patrick’s High School, Karachi.
Experience:

· Worked as a Floor Supervisor in Safeer Mall – Sohar, Sultanate of Oman since January 2015 till June 2015.
·     Major Responsibilities:
· Floor Supervisions
· Check, Update & File OIG Reports (Attendance, Reports)

· Check/Update Security Reports & Filing (Attendance, Safety Reports)

· Last  day's Shop opening report & Filing

· Verify & File Last Day Business Hours Car Parking Reports

· Check Walkie talkie and key register

· Back office file Maintenance (200 + series)

· Snags/ To Do list Updating & follow Ups

· Arranging Desktop & Soft Files

· Documents & Bill Filing

· Check, Update  & File Equipment Startup List (Evening & Morning)

· Making Fire Fighting Plan

· Accrued Expense Submission

· Soft Summary of all Utility Bills (To be submitted to accounts.)
· Worked as a Senior Assistant at Aga Khan University in Safety & Security since Dec 2013 till Dec 2015.

· Major Responsibilities:
· Will perform as in charge security information & reporting Centre and ensure its smooth /uninterrupted functioning.
· Will gather the information about the prevailing security situation of his area of responsibility and will pass on the same to the concerned locations/manger.
· Will prepare and maintain up to date record of all security operations and activities in respective log books.
· Operate all communication and monitor TV/CCTV screen for gathering the security information/reports.
· Will handle all other electronic surveillance /alarm system installed at the security information & reporting centre (SI&RC).
· Will handle all periodical reports and monitoring forms (soft/hard copies) and ensure timely submission.
· Keep the manager informed about any serious problem/incident report from any location of AKU or offsite.
· Train newly selected inductees in the operation and manning of electronic surveillance /alarm equipment.
· Provide security assistance to the staff, in case of any need.
· Will carry out the initial/preliminary investigation of all security and safety incidents occurred in his area of responsibility.
· Promptly report any incident, fire accident and/or theft to the manager/coordinator.
· Assist security guards in public dealing and when assistance in sought by them.
· Assist and escort police and law enforcement personnel with in AKU premises when asked to do so by the manager.
· Will resolve the day to day issues /problems regarding outsourced security by coordinating with concerned service provider.
· Worked as Assistant at Aga Khan University in Human Resource Division since March 2009 till November 2013.
· Major Responsibilities:
· Filling of employee correspondence including annual salary 
increases, promotions, special adjustments, confirmations, 
contract renewals and any other correspondence issued to 
employees and 
received in Human Resources.

· Close personnel file in respect of employee who leaves the 
institution.

· Retrieve personnel files to be given to department heads, 
supervisors and managers.

· Assist in dispatching of circulars and correspondence.

· Ensure that confidentiality is maintained regarding 
employee’s personnel records.

· Maintaining employee personal file. 

· Extra Responsibilities:

· Updating leaves in HR Management System.
· Leaves validation.
· Checking of Medical Reimbursement Forms.
· Updating medical entries in HR management System.
· Medical Reimbursement Forms Validation.
· Processing Staff Loan.
· Processing duty resumption.

· Assist in dispatching of annual performance appraisal forms / letters.
· Worked as a Volunteer at Aga Khan University in Human Resource Division from November 2008 to March 2009.
· Major Responsibilities:
· Filling of employee correspondence including annual salary increases, promotions, special adjustments, confirmations, contract renewals and any other correspondence issued to employees and received in Human Resources.

· Close personnel file in respect of employee who leaves the institution.

· Retrieve personnel files to be given to department heads, supervisors and managers.
· Assist in dispatching of circulars and correspondence.

· Ensure that confidentiality is maintained regarding employee’s personnel records.

· Worked as a Volunteer at Aga Khan University in Pathology and Microbiology Department from September 2008 to October 2008.
· Major Responsibilities:
· Assist in dispatching of circulars and correspondence.

· Updating letters.

· Assist an updating in data base. 

· Assist in organizing a Symposium.

· Any other task assigned by the supervisor or designee, which is required for completion of the tasks.
· Providing Personal Fitness Training at Clients Home/GYM since 2013 till 2015. 
Computer Skills:

· Operating Systems

:
WINDOWS Operations

· Documentation

:
MS.WORD

· Data Management

:
MS.EXCEL

· Presentation


:
MS.POWER POINT 

· Internet


:
Browsing, E-mailing. Downloading etc.
Professional Training:

· Telephone Courtesy
      :
 Aga Khan University Hospital

· Manage Your Time & Yourself :
 Aga Khan University Hospital

· Be a good communicator 
      :
 Aga Khan University Hospital
· Work Place Harassment
      :
 Aga Khan University Hospital
Certificates:

· Certificate of Appreciation in JCIA Triennial Survey (2009) from Aga Khan University.

· M.S Office from St. Patrick’s Institute of Science & Technology of Karachi-Pakistan.
Languages:

· English

:
Read, Write and Speak 

· Urdu


:
Read, Write and Speak

Personal Information:

· Date of Birth

:

12th June, 1990

· Place of Birth

:

Karachi

· Religion

:

Christian

· Nationality

:

Pakistani

· Visa Status

:

Visit Visa 
· Marital Status
:

Single
References:
· References may refurnish upon request.
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