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Residence: Dubai UAE
Visit Visa
CAREER OBJECTIVE
           
 To develop my career as HR, Recruitment Coordinator or Office Administrator leads to further growth in my professional skills and personal
Satisfaction by utilizing my skills and ability to work for the growth of an organization.
CAREER SUMMARY

A highly successful HR & Admin Officer with more than 03 years of experience in Pakistan. Skilled in all aspects of HR & Admin Officer, Office Coordinator, Payroll, developing employee reports & resolving problems. Hands on experience of providing professional services, statements, documentation, vendor negotiations and employee relations. Easy going by nature and team player able to handle all issues and resolve problems. Proven ability to manage multiple assignments efficiently while meeting tight deadline schedules.
SKILLS AND EXPERTISE
· Experience in using HR systems(Oracle-HRMS, SAP HCM, Microsoft)
· Excellent computer skills in a Microsoft Windows environment including Excel and demonstrable skills in database management and record keeping
· Experience of defining, implementing and managing HR policies and procedures, including appraisal systems, job descriptions etc.
· Basic knowledge of UAE employment laws
· Good English oral and written communication skills

· Ability to write daily reports and correspondence, work with accuracy & speed
· Organize indoor and outdoor training programs
· Support on other personnel related secretarial duties as assigned by Line Manager.

· Positive Attitude, goal oriented and team player
· All other HR, Administration and file management work
· Experience managing individuals within a team

EXPERIENCE DETAILS
PepsiCo. Islamabad, Pakistan
                  
                                                                                June 2012 to April 2015 
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HR & Administration Officer
· Job Responsibilities:





· Monthly payroll execution through ERP (SAP-HCM and Oracle 9i)

· Updating employee’s record in their personal files & in ERP
· Provides job candidates by screening, interviewing, and testing applicants; notifying existing staff of internal opportunities; maintaining personnel records; obtaining temporary staff from agencies

· Responsible for employee leaves & monthly attendance record

· Responsible for generating appointment letters, confirmation letters and other official documents

· Draft and display official notices and announcements

· Maintain current organizational chart and current staff contact list

· Coordinate Training and development programs

· Responsible for full and final Settlement of employees

· Provides office support such as making copies, faxing, answering phones and prepares correspondence for mailing

· Manage workers accommodation 

· Dealing with government authorities, insurance companies and Dealing with Company Contractors.

· Conduct instruction for  staff members about admin and HR procedures

· Review and update all human resources policies to meet the organization’s need

Pakistan Telecommunication Company Limited, Head Quarters, Pakistan
Trainee HR










July 2010 to Sept 2010

Zarai Traqiati Bank Limited, Head Office, Pakistan


        







Trainee










June 2009 to Aug 2009

QUALIFICATIONS

Masters of Business Administration (Human Resource Management) 2011
(Federal Urdu University of Science & Technology Islamabad Pakistan)
Bachelors of Commerce   2009

(University of the Punjab Lahore Pakistan)  


      





SOFTWARE SKILLS

· Microsoft Office: Word, Excel, PowerPoint and Outlook.     
· SAP HCM
· Oracle 9i HRMS 
· In page Arabic / Urdu Typing

PERSONAL DETAILS
· Visa status:               
                Visit Visa 
· Date of birth:                        
January 20, 1989
· Nationality:                          
Pakistani
· Language known:               
English / Urdu / Punjabi
· Marital status:

Single 
· Availability:


Immediately

REFERENCES
· Available on Request[image: image2.png]



