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OBJECTIVES

I am an intelligent, confident & hardworking individual seeking to learn and grow in an environment which challenges me to become a more dynamic and professional person through integrity, determination and hard work. Seeking a job in a competitive environment where I could utilize my knowledge and professional experience. Keen to broaden skill experience & teamwork with a better approach for utilizing in a challenging international arena.
WORK EXPERIENCE: (As an HR administrator and administrative manager)
human right promotion ( HR manager from march 2012 to june 2014)

Responsibilities:
· Consistently offers professional, engaging and friendly service
· Develops and initiates training evaluation systems.
· Prepares training data in support of other management intervention programs.
· Conducts general orientation programs.
· Organizes, supervises and manages development programs.
· Coordinates the use of outside training resources.
· Establishes two-way communication with related departments.
·  Manages time effectively by meeting deadlines on time.
·  Knows and understands policies relating to his/her department and others.
· Checks and improves all service standards established by the company.
· Maintains grooming standards for all personnel.
· Manages wastes and carefully use of all resources.
Specialties over which I can hold a sound command: 

· Policy review
· HR administration
· Research analysis
· Strategy review
· Proposal writing 
· Administrative affairs
EDUCATION
2012:  MSC (INTERNATIONAL POLITICO-ECONOMICS RELATION) – National defense University (NDU) Islamabad.

2009:  B.A (sociology and international politics and Economics) - Peshawar University, Islamabad.

2007:  FSC (Chemistry, Biology, Physics)- Ghulam Ishaq Khan School & College(GIKI),Topi,KPK. 

2005:  SSC (Sciences, Mathematics)- quaid e azam public school ,swabi  ,KPK. 

 SKILLS

· Technical Proficient in all Microsoft products.
· Communication skills.

· Have ability to lead the team.

· Management skills.

Distinction:

· Core Team Member for NDU FCS Networking event & Lead Organizer for the  Department of international relation 20th February 2012
·  ‘Valuable Volunteer’ Earth Quake Relief – ( 2011)
· Winner of Parliamentary Debates Competition within NDU ( 2011)
· “Valuable Volunteer” Environment Watch Trust  Islamabad - (2013)
· I had an honour to achieving certificate on” youth entrepreneurship for global leadership” from “ the public affairs section of the US Embassy, Islamabad and Pak-US Alumni network”

CO-CURRICULAR ACTIVITIES

· Participated in arranging seminar on environmental issues for WWF,2013.

· Arranged seminars in university on different occasions,2010-13.

· Participated in the campaign to help the IDP`s of Malakand,2008.

· Carried out campaign for collection of funds for earthquake victims,2005.

TRAINNINGS CONDUCTED

· At Ptcl head office Islamabad on Stress Management, 2010.

· National defense University Islamabad on Team building, 2010.

PARTICIPATED IN

· National Outreach Programme,2007.

· National Science Talent Competition,2004.

LANGUAGES: 
· Urdu

· English

· Pushtu

HOBBIES

· Travelling

· Social Welfare

· Games

· Gardening

· Reading and writing.
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