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I am seeking an opportunity to amalgamate my broad range of skills in a challenging position with a progressive organization as I believe that I have the knowledge, determination and commitment to be triumphant in the quest for excellence.
Education
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	Masters in Business Administration
	Jun 2013


NUST (National University of Sciences and Technology) Business School, Pakistan
NUST is consistently ranked in the world top universities - Ranked NO.1 in Pakistan by HEC and 500th in World by QS, UK.
	Bachelors of Business Administration
	May 2012


NUST (National University of Sciences and Technology) Business School, Pakistan
NUST is consistently ranked in the world top universities - Ranked NO.1 in Pakistan by HEC and 500th in World by QS, UK.
Experience
[image: image3.jpg]



Pakistan
Pioneer and Sole Producer of DAP (Di-Ammonium Phosphate) and Granular Urea in Pakistan
Management Associate (Human Resource)
Nov 2014 - Dec 2015
Responsible for the launch of Fauji Meat Limited (A project of FFBL), improved the Corporate Social Responsibility Section of the company, worked on SAP software and carried out HR routine Tasks i.e. recruitment, maintaining policies and procedures, administrating compensation and reward programs.
Increased women employment rate from 9% to 21% by introducing a Policy against Sexual Harassment of Women in Workplace and marketing it across industry by working closely with FOS (Federal Ombudsman Secretariat). 
Reduced warehouse costs by 11% through proposing to deplete slow moving goods from the warehouse by giving those goods to employees on lower prices as CSR Gift boxes. Cost benefit analysis with supply chain showed the cost of goods being destroyed was more than that of giving them as Gift boxes. 
Editor of the Company’s Magazine, incorporated new sections in the magazine such as CSR and Protection against sexual harassment in Workplace. Responsible for the wide distribution of the new magazine in 25-30 organizations improving company’s image / presence in the market. 
Initiated and piloted FFBL’s "We-Care" project to facilitate working women by providing child-care services. Internal survey results concluded an increase of 33% Job satisfaction, 44% Increase in attendance, and 15% increase in female job applicants. 
Discovered, while calculating salaries and benefits on monthly basis, that employees in lower cadres were receiving the same benefits as their seniors, increasing company costs by 20%. Reduced these costs through detailed analysis and rectification of the company records. 
Petroleum Exploration (Pvt) Limited, Shahzad International, Pakistan
Pioneer Local Gas Producing Company in Private sector of Pakistan
Human Resource Officer
Sep 2013 - Nov 2014
Developed position profiles of employees by taking interviews to accurately mirror their skills and capabilities, monitored staff performance and attendance activities, new hire on boarding, maintained payroll on excel sheet and handled employee concerns.
Initiated a full time Internship program for people (fresh graduates and experienced personnel) with physical disabilities. This program increased the chances of hiring a physically disabled person 4 times more than companies without such programs. 
Proposed and liaisoned with our legal team to create a confidentiality agreement to protect the company from leakage of confidential data which could potentially lead to disputes and financial losses. The agreement was the first step to implement data security systems in the company. 
Reduced employee absenteeism to less than 9% and increased efficiency by introducing Card Readers and automating Attendance Management System which was previously done by keeping records in a register manually. 
Pakistan Tobacco Company
Pakistan Tobacco Company Limited is part of British American Tobacco, the world's international tobacco group, with brands sold in 180 markets around the world.
Summer Intern
Jul 2011 - Sep 2011
Accurately measured production capacity of the company by developing key accounts and contract database for shops, that PTC has a contract with, all over Pakistan. 
Reported the details in Excel to generate statistical reports showing sales pattern analysis which enabled the company to consistently meet or exceed promised manufacturing, accurately forecast and accommodate demand fluctuations. 
NADRA (National Database and Registration Authority), Pakistan
National Database and Registration Authority charged with the establishment of a new registration system for the entire population of Pakistan.
Human Resources Intern
Jun 2011 - Jul 2011
Improved customer satisfaction from 80% to 83% within six weeks and reduced the time required to respond to customer requests by providing front line counter staff with soft skills needed to resolve customer enquiries and complaints. 
Silk Bank Limited, Pakistan
Benchmark of Excellence in premier banking
Summer Intern
Jul 2010 - Aug 2010
Enabled the Director to focus on high priority strategic issues by taking responsibility for the day to day administrative affairs of the bank and responding to all requests for information. 
National Bank Limited, Pakistan
National Bank of Pakistan is one of the largest commercial bank operating in Pakistan
Summer Intern
Jun 2010 - Jul 2010
Reduced employee absenteeism to less than 5% and eliminated non-genuine sick days by designing and implementing an absenteeism program which rewarded employees with lump sum pay-outs of unused sick leave for the year. 
Technical Skills

Microsoft Office, Microsoft Excel, Microsoft Visio, MS Windows (98, 2000, XP, 7, 8) 
Additional Information

Achievements: Winner of Prime Minister Entrepreneurial Challenge-won award worth Rs. 250,000 (equivalent to 9000 AED) from the Prime Minister of Pakistan
Volunteer: Chief Organizer-Swat IDP Relief Campaign 2009, Team Lead-Kashmir Earthquake Relief 2005, Deputy Campaigner- Red Cross Pakistan (2005-2012)
Languages: English (fluent), Urdu (native), Pushto (native)
Marital Status: Married Number of dependents: None
Gender: Female
Date of Birth: 19 February 1991 (Age: 25 Years)
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