Fatima Arshad 
House no 14,Street 186, Jinnah Garden Phase 1, Islamabad
Email:fatimaarshadtahir@gmail.com
Tel:0334-8511238
 Summary

 To secure a challenging and rewarding HR Administrator position with an organization where I can utilize my diverse skills and continue to grow to make a positive contribution.
Skills
Human Resources, Benefits Administration, Business Development, Policy Development, Microsoft, Quickbooks, Accounts Receivable, Customer Service, Management, Administration, Marketing, Mediation, Mediation.

Work Experience:

Admin/HR Officer          Innosols        October2020 – December 2022


· Provide support to HR Manager on recruitment, final dues & exit process. 
· Issuance of HR letters.
· Responsible for maintaining employees files, recruitment files and HR cabinets.
· Maintain and update HR & Training databases.
· Assist the HR Manager on Learning & Development activities, including, scheduling training sessions, liaising with training institutes, booking venues, notifying staff about the new training programs. Arrangement of training equipment, stationary and other requirements are booked up or cancelled in advance.
· Respond to external HR inquiries emails.
· Maintaining record of employee’s attendance and leaves.
· Maintaining Electronic mail box receiving and timely reply of email queries from external customers and diverting emails related to official E-invitations.
· File and maintain database
· Managing petty cash for the department day to day expenses

Customer Service Representative      Touchstone Communications 
· Answered daily calls from customers in a high-volume call center regarding service problems, product order progress and other concerns
· Resolve customer complaints and ensure calls are handed in a professional manner.
·  Entered orders for customers in a computer system for products or services and recorded customer information in the database.
· Recognized as a top call center agent with above average satisfaction rates on monthly customer service surveys.


Education:

· Matriculation in science.
· Intermediate (Pre Medical) from Punjab Group of Pakistan.
· Bachelors in Business Administration(16 years) Completed. 
· Masters in Business Administration (1st semester).
Hobbies and Interest:
· Blog writing
· Reading 
· Travelling

Languages
English ,Urdu
References:
Available on request


