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OBJECTIVE__________________________________________________________

Looking for a challenging and rewarding career; utilizing my administrative and innovative skills, which empowers me to excel in competitive work environment both individually and as well as a team player

ACHIEVEMENTS_______________________________________________________

· Best Performance Award (2013)
· Good Performance Certificate (2012)

SKILLS_____________________________________________________________

Command over Communication / Writing skills (English, Urdu).
· Analytical and problem-solving skills.
· Knowledge of SOPs of organization, planning, records management and general administration.
· Versatile thinker; effective at developing and implementing creative and new ideas.
· Microsoft Office Applications
· Efficient, highly productive multi-tasking; self-motivated and flexible; thrives in an entrepreneurial environment
· Ability to maintain the confidentiality of sensitive data required
· Strong attention to detail
· 
WORKEXPERINCE_____________________________________________________
· 
TechLeadz
Working as Manager HR/Admin 
August 2018 to Present 
         
· Responsible for formulating and implementing HR policies and procedures.
· Conduct HR interviews with candidates.
· [bookmark: _GoBack]Responsible to conduct performance appraisals of personnel and probation completion sessions.
· Conduct salary meetings at the end of every month.
· Supervise and review the working of HR junior resources and ensure that they meet their performance standards.
· Check performance and motivation of team members in coordination with team leads and project managers and conduct sessions and design interventions for improvements in morale and productivity.
· Initiate disciplinary actions through investigation and to resolve any issues or grievances among any team members or personnel.
· Issue appointment and all kind of letters pertaining to HR matters.
· Conduct exit interviews at the time of the employee resignation.
· Prepare contingency plans and career designs for new joiners and existing workforce.
· Liaison and coordinate decisions and HR data among team leads, project managers and top management.
· Conduct Training Session and supervise for its smooth process
· Manage and supervise all resources and functions of Admin department.

Visionary Integrations
Working as Assistant Manager HR 
April 2015 to July 2018 

· Screening Cv’s, conducting interviews, job postings and employee offers. Keep in touch with recruitment agencies, local organizations, educational institutions, etc.
· Responsible for the recruitment strategy & process, and be responsible for the recruitment of the highest
· Caliber employees and their induction into the Company
· Company employee and community communication.
Plan for employee’s performance appraisal, job evaluation and development
· Manage Employee Data & Files
· Ensure Accountability & Feedback, Deliver HR Services
· Planning and execution of employee engagement events.
· 
The Limton Group of Companies
June 2010 to April 2015
Worked in the capacity of System Support Coordinator 
· Taking feedback from the client through calls and handling complains
· Coordination with the concerned authorities for the removal of customers’ issues.
· Maintaining daily and monthly report for all operation, including activities assigned and performance.
· Preparation of quotations and estimations.
· File and retrieve organizational documents, records and reports.
· Create and modify documents such as invoices, reports, and letters.
· Support staff in assigned project‐based work.

TRAININGS & INTERNSHIP_____________________________________________	

Internship
· 8-Weeks Internship in National Bank of Pakistan 

Trainings
· 14 days vital jobs training (USAID)

QUALIFICATION______________________________________________________

2012 2014		           Masters	 of Human Resource Management 	
University of the Punjab
Lahore, Pakistan (3.25CGPA)

2009 to 2010                          PGD in HRM                                
                 Institute of Administrative Science (PU)		        				
2006 to 2008 		           B.com
                                  Punjab University                                       	 
Diploma
June ’08 to Aug ‘08 		Diploma in IT Power Base           
Nicon College of Commerce

LANGUAGE_________________________________________________________

English   Professional
Urdu	  Professional
