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_______________________________________________________________________________
OBJECTIVE
To work in a challenging position in a dynamic and well reputed organization which offers good opportunities and challenging working environment, where I could implements my knowledge, education and skills in a better way and which in return would help me in building my career and to contribute in the growth of organization through my experience and hard work.
PROFILE 

· Exposure in the field of HR and Admin. 

· Professional qualification – Masters in Human Recourse Management (MBA-HR)

· A result oriented professional with first class educational career.

· Excellent written, communication, inter personal and problem solving skills.

· Ability to work in multinational and multi-cultural environment. 
ACHIEVEMENTS

· I am HUMAN RESOURCE PROFESSIONAL and obtained MASTER DEGREE IN HUMAN RESOURSE from Punjab University with distinction and got 3rd position in whole session. 
PROFESSIONAL EXPERIENCE 
Fatima Fertilizer Company Limited
HR Generalist/ HR Administrator inHR Division

(March 2012– Present)








(E-110, Khayaban-e-Jinnah, Lahore Cantt, Pakistan )
SUMMARY
Provide a comprehensive HR and administrative support to day-to-day operations of human resources ensuring the efficient delivery of salary payments, salary adjustments, recruitment processes, and the accuracy of employee data records. Liaises closely with human resources department, finance and accounts department and other departments throughout the organization providing an effective HR support service to the organization to achieve the organization goals and objectives 
In this role I am responsible for: 
· Assist in Recruiting and staffing logistics; preparing and posting job advertisements, screening applications, arranging interviews and administering pre-employment tests as required and liaise with recruitment agencies.
· Development and Implementation of Performance management and improvement tracking systems. 
· Trainings recommendations to line managers and coordinating in volunteer and staff training events or programs and recommending resources, as needed.
· Periodic reviews of compensation and benefits structures along with market surveys for industry practices.
· Handling grievances,Disciplinary action dismissals.
· Employee safety, welfare, wellness, health reporting  and employee services
· Policy reviews and implementation.Further assisting in the development of human resource procedures and policies.
· Departmental budgeting/manpower planning.
· Providing general administrative support such as preparing correspondence, forms and reports, tracking deadlines. Preparing source documentation needed for new hires and effective changes in pay, status, or benefits.

· Establishing, maintaining and controlling personnel recruitment records, files, correspondence, reports, and organization charts.Administer HR-related documentation, such as contracts of employment. 
BRDB CONSTRUCTION SDN BHD(BRDB BINA PURI VENTURES Malaysia)
ADMIN & HR EXECUTIVE 
(January 2007 to March 2012)
DHA Phase IV 141Commercial Area-Lahore 
	PRIMARY RESPONSIBILITIES

· To prepare work force analysis with three person team to lead and to arrange required human resources; by hitting the right audience for a vacancy. Furthermore update management about the demand and supply of human resources.
· Short listing of potential candidates who are meeting the fundamental requirements of a vacancy.
· To prepare and check appointment and contract letters. 
· To assess employee’s performance gap and to guide peers for arranging their trainings. 
· To maintain internal pool of trainers and coordinate in organizing internal trainings.
· Guiding other peers in conducting annual performance appraisals for increments, promotions and performance gaps.
· Coordinating with line managers for resolving employee grievances and taking disciplinary actions.
· To assist seniors in formulation of SOPs and Policy Manuals as and when required. 
· To handle administrative tasks such as Leaves, EOBI, Social Security, Gratuity and Provident Fund, Group Insurance, Medical Health Insurance etc.
· To develop and organize employee motivational and recreational activities.

	

	


HOLIDAY INN LAHORE
GUEST RELATION OFFICER (FRONT OFFICE)
(January 2006 to January 2007)
Address: 123-124 Egerton Road-Lahore 
Job Description:
· Managing a team of morning shift including one team leader and one duty manager.
· Targeting coming guest as well as the walk in guest.
· Ensuring efficient services and guest in-house needs.
· Personal calling to the corporate guest and make them comfortable with the environment.
· Interaction with Guests at Check Inn and Check out Time.
· Monitoring the arrangements until guest stay in the hotel
· Coordination with team leader and other team members before the arrival of guest and make sure of all arrangements.
GERRYS FEDEX VISA COURIER SERVICES 
FRONT DESK and VISA OFFICER 
(March 2005 to December 2006)
Address: Gulberg Ghalib Market-Lahore 
Job Description:
· Handling a front desk team consisting of five relationship officers.
· To Guide the customers as an agent of embassy for their visa.
· Exploring new check list of document required by embassy.
· Processing and Login customer cases of visa applying to embassy.
· To act as a bridge between customers and Embassy. Managing the customers need. Providing best services to the customers regarding information required.
· Coordination with team leader and other team members
· Interaction with customers on front desk
· Assurance of proper file keeping
PROFESSIONAL & ACADEMIC EDUCATION 
	2015
	TOEFL IBT English Spoken Course 
	TOEFL iBT® test, administered via Internet

	2015
	IELTS English Spoken Course
	British Council 

	2014-2015
	Textile Design One year Diploma 
	Punjab University

	2010-2012
	Master Degree in Human Resource Management With distinction, 3rd position with GPA 3.89
	Institute of Administrative sciences Punjab  University Lahore 

	2005-2010
	Job with different multinational Organization and expatriates which is mentioned above in detail 
	

	2004
	Graduation in Arts 
	Queen Mary College   Punjab University 

	2002
	Intermediate 
	Queen Mary College   Lahore Punjab Intermediate Board 

	2000
	Matric 
	Honours School System Lahore Punjab Intermediate Board 


PERSONAL DATA

	Nationality
	Pakistani

	Religion
	Islam

	Date of Birth
	14-April-1986

	Marital Status
	Single

	Visa Status
	Visit Visa

	Driving License
	Not yet 


HOBBIES & INTERESTS

Painting and sketching, I work as art curator it’s my hobby for developing, Introducing&sellingart (Soon lunching my own online website)
I have interest in Textile and have done one year diploma in Textile design from Punjab university from 2014-2015 with job 
Watching Documentaries&Movies 

Readarticles on HR and watch clips on it.
COMMUNITY ACTIVITIES 
· Blood Donor for ShaukatKhannum Cancer Hospital.
· Frequent visitor in Fountain House Lahore and help for needy people out there
PROFESSIONAL SKILLS 

IT Skills: Academic Diploma & Professional working on MS Office and MS Outlook 2010, proficiency in Microsoft Excel, Word, PowerPoint,

ERP Software: Professional Experience of working on ERP

Soft Skills:Integrity, Planning and organizing, Customer focus, Stress Management, Team Building Valuing people, Adaptability ,Committed to diversity and equality culture,Able to deliver effective results, meet tight deadlines and targets. 

