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Career Objective
“To continue my career with an organization that will utilize my HRM, MANAGEMENT


 & ADMINISTRATIVE skills to benefit mutual growth and success”.

Professional Experience
Visiting Lecturer







Nov 2012 to Dec 2015
 The Islamia University of Bahawalpur

 Bahawalnagar Campus
Working as a Lecturer at Department of Management Sciences 
Major Responsibilities:
· To teach at undergraduate and graduate level in areas allocated by the Head of Department and reviewed from time to time by the Head of Department.

· To provide pastoral care and support to students.

· To participate in the administration of the department’s programs of study and other activities as requested.

· To participate in the development, administration and marking of exams and other assessments.

· To maintain own continuing professional development.
· To contribute to the overall activities of the department as required.

Human Resource & Admin Manager 



Nov 2011 to Nov 2012
Hotel One by PC (Pvt) Ltd. 



Working as a Human Resource & Admin Manager for Bahawalpur and Multan 

Main Responsibilities:

· Ensure that accurate job descriptions are in place

· Identify training and development opportunities

· Organize staff training sessions, workshops and activities

· Provide basic counselling to staff who have performance related obstacles

· Provide advice and assistance in developing human resource plans

· Monitor staff performance and attendance activities.

· Monitor daily attendance.

· Provide basic counselling to staff who have performance related obstacles.

· Provide advice and recommendations on disciplinary actions.

· Prepare notices and advertisements for vacant staff positions.

· Schedule and organize interviews

· Conduct reference checks on possible candidates

· Prepare, develop and implement procedures and policies on staff recruitment

· Provide information and assistance to staff, supervisors and Council on human resource and work related issues.

· Provide staff orientations & Promote workplace safety.

· Provide advice and assistance to staff and management on pay and benefits systems

· Research and monitor human resource systems in other organizations within the community.

· Explain and provisions of the personnel policy.
HR Intern







July 2010 to Aug 2010

Descon Engineering Pvt Ltd Lahore

Major Internship Duties and Responsibilities:

· Assemble new hire orientation binders

· Assemble personnel and benefits files (and maintain these files, and keep them up to date)

· File paperwork into confidential personnel and l benefits files

· Work with hiring managers and HR to create ‘welcome’ email announcements for new hires

· Enter data into spreadsheets or databases

· Makes copies of HR paperwork as needed

· Participate in HR team and all staff meetings
Professional Courses
· Six Month course of CCA in Computer Application from TEVTA

· 6 weeks Internship Experience in Descon Engineering Lahore Head Quarter in HRD
Core Competencies
	Critical thinking and persuasive skills
	Work Under Pressure & Emotional Strong

	Excellent communication and inter-personal skills
	Time Management Skills

	Negotiation Skills
	Excellent knowledge of policies and procedures of HR Practices


Computer Skills
	Proficient in Microsoft Office 2003/2007
	SPSS
	HRIS

	Microsoft Windows XP/Vista/ Window 7
	Adobe Photoshop
	Data Base Management


Hobbies and interest

	Socialization
	Read books, journals and articles
	Playing cricket
	Playing chess


Academic Career

	Discipline
	Major
	Session
	CGPA
	%
	Institute / University

	MSBA
	Management
	2014-15
	3.48 In progress ( thesis defense pending)
	Virtual University of Pakistan

	BBA (Hon’s)
	HRM
	2007-10
	3.68
	81%
	The Islamia University of Bahawalpur

	D.COm
	Commerce
	2006-07
	-
	69%
	P.B.T.E Lahore

	SSC
	Science
	2005
	-
	58%
	B.I.S.E. Bahawalpur


Professional Projects
· Organized  a workshop on “The Human Resources Management and Their Development”
· Conduct a Training Workshop on a topic “Emotional Intelligence”
· Organized a workshop on “HR-as a Business Partner” 
· Participate in the seminar on “Tax Awareness in Pakistan” 
Memberships

· Workforce Intelligence Institute for Human Resource Development

· SHRM (Society of Human Resource Management)

Other Information 

Date of Birth                   

       14 December 1989

Status



       Single

Religion                                                   Muslim (Sunni)
Citizenship                        
        Pakistan
Passport                             
       Pakistan
References

Reference will be Furnish on demand
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