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HR/ADMIN Professional 
Summary
As an HR Professional my key role includes employee relations, compensation and benefits, administration, and implementation of the HR policies. Making policies in the context of hiring, discipline making, employee termination, employee training, compensation & benefits, leaves, and other human resources issues. Preparing and maintaining accurate records, files and reports, including responsibility for maintaining personnel records, personnel action forms, time sheets, contracts, and consultant agreements. Organizing and working independently on multiple assigned projects and completing assignments. Compiling and analyzing complex information and develop solutions to complex issues. Recommending, developing, interpreting and clarifying personnel procedures and policies. Assisting & managing in recruitment & selection process, preparing job description and job advertisements, screening and interviewing candidates. Providing advice and support to supervisors and sta7 selection committees and ensures that they have accurate and timely information in order to make e7ective decisions. Developing, implementing and managing a centralized recruiting process. My work also includes supporting & organizing workshops & meetings i.e. IRENA, SAARC etc.


Work Experience

PARTICIPANT
                           Present               AWE- Academy For Women Entrepreneurs,
                    US EMBASSY, LINCOLN CORNER.


HR EXECUTIVE
                                          Present                    EOTO FOUNDATION.


AUG, 2021 – AUG, 2022            HR & ADMISSIONS INCHARGE 
                                                         OLIVES SCHOOL- MISHKAT
                                                         WELFARE TRUST

· Managing, overlooking & assisting HR & whole admission section. 
· Create and put into action HR initiatives & strategies inline with overall school management.
· Improving ties between management & employees by responding to their requests, queries & other issues.
· Controlling the hiring & hiring process.
· Conducting initial interviews & screening.
· Managing employees Database including attendance & leave management.
· Analyzing the training needs of employees & arranging it.
· Cultivating a supportive workplace.
· Assisting & managing the whole admission cycle in the school.
· Assisting and playing a key role in building a positive relation between the parents and school management.
· Guiding the parents throughout the admission process and keeping a check on their queries.
· Building a smooth link between the management & the parents.
· Assisting, supporting the student database & employees database thoroughly.
· Managing & maintaining students & employees personal files.
· Supporting & assisting the management in overall HR & management based activities.
· Managing & maintaining a setup that promotes good performances.

                                  
DEC,2015 - MARCH,2016		HR/ADMIN EXECUTIVE
                                                                       CHANNEL 7, PVT, LIMITED.

· Handling & managing whole HR department & activities.
· Assisting & coordinating all activities related Admin.
· Preparing requisition for office demands, movement registers etc.
· Ensuring that accurate job descriptions are in place.
· Providing advice and assistance with writing job descriptions
· Providing advice and assistance when conducting staff performance evaluations.
· Identifying training and development opportunities.
· Organizing staff training sessions, workshops and activities.
· Preparing appointment letters, salary sheets, attendance sheets etc.
· Providing basic counseling to staff who have performance related obstacles.
· Providing advice and assistance in developing human resource plans 
· Monitoring daily attendance & Investigating and understanding causes for staff absences.
· Recommending solutions to resolve chronic attendance difficulties.
· Providing basic counseling to staff who have performance related obstacles.
· Providing advice and recommendations on disciplinary actions.
· Providing advice and assistance to supervisors on staff recruitment.
· Preparing notices and advertisements for vacant staff positions.
· Conducting reference checks on possible candidates. 
· Preparing, developing and implementing procedures and policies on staff recruitment.
· Developing and implementing a human resources plan and personnel management policies and procedures.
· Promoting workplace safety
· Providing advice and assistance to staff and management on pay and benefits systems
· Researching and monitoring human resource systems in other organizations
· Explaining and provisions of the personnel policy.

JUNE-2015 - NOV-2015 		HR INTERN
ALTERNATIVE ENERGY DEVELOPMENT       BOARD 
(USAID-TRAINING FOR PAKISTAN PROJECT-TFP)
· Planned and coordinated HR presentations and training sessions.
· Revised job descriptions across all levels.
· Maintained employee files and the HR filing system
· Assisted with employee relations. 
· Interfaced effectively with all levels of staff & Prepared and maintained accurate records.
· Examined employee records to answer inquiries and provide information to relevant staff
· Used word processing software and printers to create a variety of documents and reports
· Prepared job postings for vacancies &Prepared Advertisements for various jobs.
· Helped & supported in recruitment process.
· Assisted & coordinated in making TOR’s for consultancy services.
· Reworked new-hire orientation program to include HR information and company resources and arranged induction programs for them.
· Reviewed, audit, and verified monthly activity plans & reports & evaluation forms.
· Maintained confidentiality regarding Human Resources related issues.
· Created and update personnel, payroll and accounting information in spreadsheets.
· Writing reports, business correspondence, and procedure manuals.
· Participated in administrative staff meetings and attends other meetings / seminars as necessary and to represent the department.
· Played a key role in ensuring the successful upgradation of Employees Service Regulations in AEDB.
· Assisted, coordinated & managed in organizing a 2-days workshop with “IRENA- International Renewable Energy Agency”.
· Assisted & managed “3rd-Meeting on Expert Group on Renewable Energy with SAARC”.


JAN-2015 - JAN-2015 		FIELD ENUMERATOR (COMMUNITY WORK)
APEX CONSULTANCY
· User Beneficiary Assessment Survey” carried out for Pakistan Poverty Alleviation Fund (PPAF).

JUNE-2014 - AUG-2014 		HR EXECUTIVE
MICRONOXS
· Maintained work structure by updating job requirements and job descriptions
· Advertised employee job openings first, internally, and then, externally, in keeping with company recruitment policies. 
· Manages the logistics of the recruiting process.
· Participates in planning and implementing various employee relations and employee satisfaction initiatives.
· Writes newspaper classified ads and posts ads on the Internet in places appropriate to the open position including job portals, professional associations, and on the social media.
· Scheduled candidates for interview and handled recruitment data and scheduling sheets.
· Coordinated with the respective department and documentation of the whole hiring procedure.
· Assists in the development and implementation of an employee handbook and new personnel policies and procedures.
· Responded inquiries regarding organization’s HR processes, policies, procedures and programs.
· Verified attendance, payroll and updating leave records.
· Prepared and submitted all relevant HR letters, documents, certificates as per the requirement of employees in consultation with the management.
· Handled employee database & queries.
· Trained new employees and prepared orientation Kits.

JUNE-2013 - JULY-2013 		HR INTERN
PAKISTAN TELECOMMUNICATION CORPORATION LIMITED (PTCL)
· Maintained and prepared personal files of employees (Data Base)
· Prepared all HR contracts, letters, applications and forms.
· Prepared Job Descriptions (JD’s), Job Specifications & Reporting Lines (MS Visio)
· Prepared policies and planning for Work Force & Management
· Preparing offer letter, employment contract and job descriptions, completing joining Formalities and
· documentation
· Generated experience Letters, Relieving Letters. Prepared various letters like offer letter,
· appointment letter, confirmation letter, increment letter, transfer letter, Absenteeism notice, warning letter,
· showcase notice, experience/service certificate, relieving letter, etc.
· Providing clerical and administrative support to staff of the Human Resources department.
· Updating the HR calendar with important dates.
· Following up all human resource calendar activities.
· Providing coaching, guidance and advice on all HR policies, procedures and employee relations.
· Assisting with interviews where necessary.
· Providing consistent delivery of the HR direction and key topics at business meetings.
· 

Education

OCT-2011 - FEB-2015 			M.PHIL- HUMAN RESOURCE MANAGEMENT
FATIMA JINNAH WOMEN UNIVERSITY

MARCH-2009 - JUNE-2011 		B.COM
Created with				UNIERSITY OF PUNJAB

Skills

HR EXPERTISE
Excellent Management Skills, Stress Management, Presentation Skills (PREZI), Performance Review Methods and Techniques, Mentoring and Coaching, understanding of relevant legislation, policies and procedures, Staff training, development and recognition, Time Management, Excellent Communication Skills, Leadership & Team Management Skills, Organization & Administration Skills, Quick Learner, Excellent Report Writing Skills, Preparing Letters/Forms/Job Description etc.

COMPUTER SKILLS
Pro Canva Skills, Video Editing, Product desiging, Label Desiging, Product Advertisement, Professional video making, Picture Editing, Logo Making, Advertisment desgining & making, MS-Word, MS-Excel, MS-Access, MS-Power point, MS-Publisher, MS Visio, Web Browsing. Ability to operate spreadsheets and word processing programs at a highly proficient level.

SOFTWARES
SPSS, E-VIEWS, AMOSS,HRIS,UPWORK,BAMBOO HR,CANVA,AI TOOLS.

OTHERS
Supervisory Skills, Problem-Solving Skills, Basic counselling Skills, Negotiation Skills, Effective public relations and public speaking
skills.

Projects

· Research Project on “Impacts and reasons of using social websites and mobile phone packages on student’s education” (Accepted in International conference).
· Project on 'Applying Knowledge Management Assessment Readiness(KAP) Tool on Pakistan Telecommunication Corporation Limited"

Achievements

· Class representative, Best Attendance Award, Best student Award, Deputy Coordinator, Editor (College Magazine), Best creativity and Art Award.
· Best Essay writing Award (Shabaaz Shareef’s All Pakistan essay writing competition).
· Attended Int. Conference on “Entrepreneurship for young women & using of new technology: Issues & Challenges”.
· Work Shop: Policies for Creating & Enabling Environment for Encouraging Problem-Solving Research by Pakistan Academy of Sciences & Technology.

Certifications

· First Aid with CPR & AED Training by OSALP- Pakistan National Institue of First Aid.
· Steer your Success Vehicle-Productivity Movement in Pakistan by NPO Pakistan.
· Financial Mangemnet Workshop by Meta.
· English for Career Development by University of Pennsylvania (In-Progress).
· Recruiting,Hiring & Onboarding Employees by University of Minnesota( In-Progress).
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