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PERSONAL SUMMARY

 An energetic, hard-working, and responsible human resource Specialist, offering over seven years of experience in power plant. Expert in providing reports and supporting decision-makers with insightful information at different stages. Having great communication skills and the ability to build and maintain a solid working relationship with other staff.


KEY SKILLS

 
· Treating others with respect, sharing knowledge and working for the good of the team 
· Good organizational and interpersonal skills and ability to work well under pressure 
· High attention to detail with the ability to multi-task and prioritize workload 
· Excellent written and verbal communication skills 
· Fiercely able to prepare & document reports  
· Comprehensive understanding of needs and problems 
· Microsoft Office package: Microsoft Word, Excel, PowerPoint
·  Photoshop

WORK EXPERIENCE

07/2019 - now
Human Resources Specialist, Mapna Operation&Maintenance co.
Responsibilities:
 Plan and manage recruitment and selection of staff
 Plan and conduct new employee orientation
 Identify and manage training and development needs for employees
 Develop and implement human resources policies and procedures
 Administer HR policies and procedures 
 Administer compensation and benefits
 Ensure compensation and benefits are in line with company policies and legislation
 Benchmark compensation and benefits
 Support annual salary review
 Implement and monitor performance management system
 Handle employee complaints, grievances and disputes
 Administer employee discipline processes
 Conduct exit interviews
 Review and update employee rules and regulations
 Coordinate employee safety, welfare and wellness

03/2016 – 07/2019
Office Assistant, Mapna Operation&Maintenance co.
Responsibilities:
· Carry out administrative duties such as filing, typing, copying, binding, scanning
· Organize travel arrangements for senior managers
· Develop and maintain a filing system 
· Book conference calls, rooms, hotels etc.  
· Maintain computer and manual filing systems
· Manage staff appointments
· Organize and schedule meetings and appointments
· Handle multiple projects

03/2014 – 03/2016
Administrative Employee, Kartoon Nama Fars 
Responsibilities:
· Performing all staff support tasks.
· Holding special occasions.
· Carrying out all matters related to the welfare of employees.
· Coordinating service to the guests.

EDUCATION

09/2003 – 10/2007
Bachelor Degree of English Language and Literature, 
Islamic Azad University, Larestan Branch

09/1998 – 10/2002
Mathematic Diploma, 
Mollasadra High school
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