Zark Khan
Rawalpindi-Islamabad/Pakistan| + 92333 1520053 , +92339 4152003| zark431@gmail.com

SUMMARY
  A skilled and detail-oriented professional with expertise in HR, Operations, Administration and Public dealing. Proficient in payroll processing, and employee relations, ensuring smooth business operations. Strong analytical skills with a focus on process improvement, compliance, and organizational efficiency. Adept at handling administrative tasks, policy implementation, and HR management.

TECHNICAL SKILLS: Talent Acquisitions, Employee Relations, Performance Management, HR Strategy, Leadership and Development, Compensation and Benefits, HR Compliance, Global Technical and Non-Technical Recruitment, Proficient in using MS office, IRIS, Public dealing, Customer Care.

PROFESSIONAL EXPERIENCE
  
Black Stone Virtual Solutions Pvt Ltd					        		                 Islamabad / Pakistan
[bookmark: _GoBack]Head of Human Resources and HRBP	 					 	                  Nov 2024 – Till Date 

· Developed and implemented HR strategies aligned with the firm’s business objectives.
· Analyzed workforce needs and formulated recruitment plans to attract top accounting talent.
· Designed and executed performance management systems to ensure high productivity.
· Lead Recruitment and Talent Acquisition.
· Employee engagement.
· Compensation and benefit

Oriental City Home International Hotel					        		    Islamabad / Pakistan
HR and Operations Manager				    		       	 	       	     Dec 2023 – Nov 2024

· Developed and implemented HR strategies aligned with the firm’s business objectives.
· Manage operations of the hotel including dealing with NGO’s.
· Analyzed workforce needs and formulated recruitment plans to attract top accounting talent.
· Designed and executed performance management systems to ensure high productivity.
· Recruitment and Talent Acquisition.
· Employee engagement.
· Compensation and benefit

National University of Sciences and Technology (NUST) 					    Islamabad / Pakistan
UDC – Main HR Office 	 							                   Jan 2022 – Dec 2023 

Coordinate and schedule the interviews, coordinate with departments. Deals with Ministries and government officials.

· Coordinating, scheduling and participating in applicant interviews
· Liaison with government ministries.
· Provide assistance for processing Re-Designation, Promotion, Transfer, and Special Increment cases in the prescribed format.
· Receive the resignation from the employee, process the handing & taking over & arrange an exit interview
· Coordinating in preparation of presentation for the new employees.

COMSATS University Islamabad			        		                                            Islamabad / Pakistan
Assistant Examinations   	 							                  June 2014 – Dec 2020 


· Maintained compliance with test center policies, practices and procedures.
· Secured testing materials and maintained confidentiality of all details.
· Troubleshoots issues with computer based examinations.
· Assisted faculty with setting up testes and coordinating test spaces.
· Completed	all	paperwork,	recognizing	any	discrepancies	and	addressing them in a timely fashion.
· Record Keeping.
· Prepare drafts for legal cases.
· To understand the student’s profile and then provide them with the best program possibilities and other career suitable for them.
· Filling up their admission form, preparing the final documents.

Mod Living Furniture 			        		                                                                      Islamabad / Pakistan
Own Business   	 							                               Jan 2021 – Dec 2021 


Certification
  
MS Office		           –                       NUST (PDC)    		        	         	                 Islamabad / Pakistan

EDUCATION & OTHER

Virtual University Pakistan      - 7th Semester
BBA (Hons) HR

AIOU                    -                      2017
B.COM

FBISE                   -                     2011
(I.COM)

FBISE                   -                     2009
(SSC - Comp)


LANGUAGES:  English, Urdu 
 
