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Seeking a challenging career in the field of Human Resource and Administration in a dynamic and progressive organization where enthusiasm, dedication and the ability to manage tasks effectively are prerequisite in driving the organization forward.
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IMPRESSION MARKETING Karachi – Pakistan
Industry: Events & Marketing Services
Employment: May 2015 – Till Date
                        

Job Position: Assistant Manager HR & Admin 

Job Responsibilities 

· Handling all the Manpower Planning & recruitment activities- Short listing, Screening & Scheduling Interviews Maintaining the Resume Database

· Organize meetings and other ad-hoc requirements (including booking rooms, arranging refreshment, etc)

· Organize and priorities commitments of the team, enabling them to work efficiently and effectively

· Grievance handling of employees and also support taking disciplinary action where required

· Administer and ensure timely completion of the tasks. 

· Handling of day to day administrative issue for smooth operations of the company
· Responsible for Maintenance of files, confirmations and final settlements.

· Responsible for Payroll Management, Training & Development, Performance Appraisals, General Office Administration.
· Assist the team to implement and maintain relevant Admin systems to support the HR operations

· Handling Time Office and maintenance of attendance & leave records
SUI SOUTHERN GAS COMPANY   Karachi - Pakistan
                        

Industry: Oil & Gas                          
                                
Employment: Mar 2013 - Apr 2015

                        

Job Position: Executive in Administration Services   

Job Responsibilities 

· Arrangements for Events within and outside the Company.

· Making Arrangements for Board of Directors, Senate Standing Committee, Finance, HR and Audit Committee Meetings including Food Arrangements, Passage, Transport and Hotel Accommodation.

· Dealing with Catering / Decoration Service Providers in smooth arrangement of company events

· Protocol Duties for Board of Directors / Federal Minister / Ministry Officials and Co. guests and Senior Management.

· Travel Arrangements for Senior Management & Executives (Domestic) including Transportation & Hotel Reservation.

· Maintain relationships with local, state and federal law enforcement and other related government agencies.
· Supervise Maintenance and Renovation work in Head Office & Zone Offices.

· Manage and Supervise janitorial work in the building and issuance of janitorial material from Admin store as per requirement.

· Fleet Management including vehicle repair & maintenance, vehicle insurance and insurance claims.

· Transport Management, Staff Pick & Drop Handling via Company Vans (60 vehicles pool).

· Preparation of Monthly Inventory Report.
· Timely Coordination / Decision Making and Action in all Admin Related Tasks Assigned.
UNION FABRICS (PVT) LTD  Karachi - Pakistan
                        

Industry: Textile
Employment: Dec 2010 - Feb 2013                          






Job Position: Senior Officer H.R & Admin 
Job Responsibilities:
· Recruitment; preparing job adverts, checking application forms, short listing, interviewing and selecting candidates

· Maintaining up-to-date employee file records by handling changes in employee status in timely manner on ERP (Enterprise Resource Planning) based system.

· Providing assistance in monitoring employee performance and appraisal procedures.
· Working in close coordination with various departments, besides playing a consultancy role in assisting line managers to understand and implement policies and procedures.
· Exercising individual judgment while dealing with potential or real troubles taking personal initiative and bringing them to manager’s attention. Managing issues & inquires in case of unavailability of the HR Manager.
· Ensure proper Security and video surveillance is maintained and department safety policies are implemented
· Responsible for maintaining office building, furniture and Utilities (water, gas, power supply, landlines etc.).
· Overall in-charge of all the administrative work in office.


· M.B.A in Marketing
            (2013)
:Dadabhoy Institute of Higher Education, Karachi, Pakistan
· B.B.A in Human Resources   (2010)
:Dadabhoy Institute of Higher Education, Karachi, Pakistan
· H.S.C in Computer Science    (2005)
:Govt. National Collage, Karachi, Pakistan 
· S.S.C in Computer Science    (2002)
:Western Grammar Secondary School, Karachi, Pakistan 

· Meezan Bank (Pvt.) Ltd Karachi, Pakistan
I
25-July-2008 to 25-Aug-2008


· Good Working Knowledge of the ERP (Enterprise Resource Planning) based systems.
· MS Office Applications (Ms Word, Ms Excel, Ms Power Point, In page & few others)
· Proficient in use of Computer

· Trouble shooting, Hardware & Networking

· Good Verbal and Written Communication Skills. 

· Strong Learning and Listening skills.

· Effective Event Management Abilities.


· Date of Birth 
:
01 – May – 1987 
· Visa
:
Visit Visa 
· Marital Status
:
Married
· Religion
:
Islam
· Nationality 
: 
Pakistani
· Languages
:
English, Punjabi and Urdu

· References and original documents can be provided on demand[image: image2.png]
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