Shumaila 
PERSONAL INFORMATION

Date of Birth
:
25-05-1987

Religion

:
Christian

Domicile

:
Peshawar

Nationality
:
Pakistani

Marital Status
:
Single

Personal Summary

Multi-skilled professional with good all-round HR advisory, Coordination and project reporting skills. Experienced in providing timely and up to date HR advice to employees whilst making sure both the employee and employers interests are best represented. Extensive knowledge of working practices, recruitment, Descriptive Reporting, Compensation, conditions of employment conducting trainings and diversity issues.
LANGUAGES SKILLS

English
 Excellent

Urdu
Excellent

Punjabi
Good

EDUCATIONAL PROFILE    EDUC EDUCATIONAL BACKGROUND ATIONAL
MBA (Human Resource Management) 2010-2012

Edwardes College Peshawar, Affiliated with University of Peshawar

BA (Bachelors of Arts, Economics and Statistics) 2007-2009

Edwardes College Peshawar, Affiliated with University of Peshawar

FA (Diploma in Business Administration) 2005-2007

Khyber College of Commerce and Management. (Board of Technical Education KPK)

Secondary School Certificate 2004

Presentation Convent High School, Peshawar.

WORK EXPERIENCE

Project Officer: 


Currently working as Project Officer at - Organization in UNHCR funded project Skill Enhancement and Livelihood Initiative-II

Responsibilities: 
· Project Coordination with UNHCR, Community groups, and managing the project schedule, trainings and quality of work. 
· Baseline profiling for the project in Peshawar and Nowshera.

· Monitoring the skill enhancement training in 25 centers in Peshawar and Nowshera.

· Managing project team and weekly schedule of the team.
· Making monthly progress reports regarding the trainings, Project Completion Reports

· Database entries of the beneficiaries, maintaining record of the beneficiaries in software, updating it.

· Work collaboratively with Admin department, effectively participating in finance management including project payments and invoicing; project receivables and billings.
· management of Human Resources, hiring project staff and trainers.
· Issuing AHAN registration cards to beneficiaries 

· Making Brochure of the Projects and assisting production department for Catalogue preparation.

· Arrangements for the Exhibition. 

Project Coordinator: 


Worked as Project Coordinator at AHAN Organization in FATA development Authority-FDA funded project-Training of the Trainees II.  

Responsibilities:

· Overall project management, Coordination with FDA and managing the project schedule, trainings and quality of work. 
· Management of project including all aspects of Project Planning and Project Implementation.
· Managing project team and weekly schedule.
· As the project lead, and in the capacity of Project Coordinator, work collaboratively with Admin department, Effectively participating in finance management including project payments and invoicing; project receivables and billings.
· As the project lead, and in the capacity of Senior Project Manager, aggressively participate and contribute as a key person of the Regional Coordinator to provide project management consultation and training to junior staff members
· Monitoring the trainings and providing material to the centers.

· Making monthly progress report, Maintaining database entries of beneficiaries, Maintaining record of beneficiaries in software

HR Intern:
Worked as HR Internee in Rehman Medical Institute (RMI) from November 

2012 to March 2013 in all sections of HR Department.

HR Officer: 

          Worked as HR Officer in Rehman Medical Institute (RMI) from 16 March, 2013 till 3rd March 2015        
 Worked In all sections of HR including: 

1. Recruitment and Selection 

2. Documentation, Employee Record Keeping

3. Training and Development 

4. Separation and Clearances of Employees

5. Benefits (MI, Transport)

6. HRIS Section 

7. Compensation-payroll Section
After completion of on Job training in all sections, my placement is in Payroll/ Attendance Section.

Responsibilities:

· Preparing monthly  payroll  for RMI, RMC, RMISON  and consultants

· Preparing Stipends sheets.

· Making payroll of  External Consultants and visiting faculty

· Making overtime sheet.

· Payroll Analysis Sheet, Overtime Analysis Sheet

· Preparation for Annual Increments

· Dealing Queries of the departments

· Making Confirmation Sheet for all departments.

· Final Settlement sheets of employees

· Updating data in software (SHMA  HR Software)

· Preparing reports for promotion cases and forwarding to Higher Management. 

· Maintaining record in files.

· Other tasks assigned by HR Management.

MCB Bank:

        Intern:

Internship for 2 months in MCB Bank from September 2012 till October 2012
CITY SCHOOL, Primary Branch:

   Library Teacher and Associate Teacher:

5 months experience of Library Teacher and Associate Teacher in City School (Primary Branch).

TRAINING SKILLS

· Dreams and Teams workshop; at Edwardes College Peshawar; organized by British Council.

· Screw it, Let’s Do it, Communication skill development 2 day conference by Umair jaliya Wala.

· Employee Training and Development; Edwardes College Peshawar.

· Conflict Management Training; Edwardes College Peshawar.

· Personality Development by Muhammad Ali; Edwardes College Peshawar

· Management Team of Dastaan-e-Ishq in Edwardes College, 2011.
COMPUTER SKILLS
· Microsoft Office.

· HRIS

· Oracle

· Sidat Haider HR Software

· Basic graphic designing- Corel draw

PERSONAL ABILITIES

· Strong communication & interpersonal skills

· Good administrative, management and IT skills

· Customer dealing

· Highly organized

· Trustworthy and discreet

· Team working and supporting your colleagues

· Patience, honesty and sensitivity

· Flexible and adaptable

· Good at building relationships and able to influence others

PERSONAL INTERESTS and Hobbies

· Event Organizing: Organizing weddings, corporate events, birthday parties, bridal showers, theme parties.  

· Reading

· Sports: Badminton, table tennis

· Cooking
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