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Projects & Events Completed
· Portfolio Construction from given amount
· Research Methodology – Unemployment in Pakistan
· Arrange Cultural Event with Collaboration of KFC Cupola.
· Participated in PTCL sales Gala 2012.
· Management Duties and Responsibilities in PYF(2012)

Core Courses Studied

· Marketing Management
· Human Resource Management
· Research Methodology

· International Financial Management
· Financial Accounting 
· Brand Management
· Consumer Behavior
· Business Law

· Advertising and Sales Promotions
Skills

· Ms Office (Excel, Word and Power Point),
· Brilliant Organizer 

· Ability to work both individually and as a team member 

· Focused approach and strong analytical skills 

· Strong Negotiation, Communication and Presentation skills 

· Ability to work under stress 
Languages known

English, Urdu, Arabic and Punjabi
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CAREER OBJECTIVE:
To be a part of progressive organization that provides opportunities for value addition and to contribute towards the goals of the organization, for learning and growth in a challenging and innovative environment.
CAREER SUMMARY:

Experienced and results-oriented HR Assistant with proven abilities in developing positive relationships with clients and coworkers. Interested in a similar opportunity with company where exceptional, HR Operations, computer and customer service skills will be fully utilized.

CAREER SUMMARY 
· Operations Management:

· I can be given any task or assigned any responsibility meeting day-to-day Hr operations. I am able oversee the activities related to branch operations such as record keeping, processing and work done through software and can address customer issues with assurance of meeting them as per prescribed service standards.

· Relationship Management:

· I have very good interpersonal skills and therefore can single handedly meet and greet customers and find out, through specific questions, what their needs are! And can make recommendations to the customers by offering them best available solutions.

· Teamwork: 

· I am a very good team player yet I can perform the tasks at my own with minimal supervision. Possesses excellent interpersonal skills, including ability to work effectively by establishing and maintaining very good working relations in a multi-cultural environment with sensitivity and respect for all.

WORK EXPERIENCE

HR Assistant – Pak Shaheen Beverages (Jan 2014 till Sep 2015 )

· Management of Health and Safety for the entire site including risk assessments

· Work closely with management and employees on all grievance issues within the company.

· Management of recruitment process including sourcing strategy, scanning, telephonic interviews, Mailing

· Responsible for all Activities of employees

· Measurement of all future planning’s regarding to HR and Sales Dep.

· Managed time & attendance records for payroll.

Maisonette Hotel & Luxury Apppartments (June 2011 till Aug 2012)

· Assist to assistant general manager

· Front Desk management

· Dealing with All foreign guest serves 

· Responsible for HR operations 

· Scanning and selecting Resumes according to define criteria

· Ensure all activities of staff During night duties

· Performs a variety of clerical tasks
· Distribution of incoming and outgoing mail. 
Internship: Bank of Punjab  (06 Weeks)
· Managing the team work for the development of customer’s relationship 

· Responsible to give one step solutions to customers by fulfilling the customer’s need.

· I was involved in maintaining the record/documentation branch day to day business.

· I was responsible to deal with Customers Problem and queries.
ACADEMIC QUALIFICATION
         ILETS Passed with 5.5 bands.

B.B.A Hon’s completed in 2015 from University of South Asia, Lahore.
F. Sc (Pre‐ Engineering) completed in 2010 from Superior Group of Collages Lahore.
Matriculation (Science) completed in 2008 from B.I.S.E Sargodha.


