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ATIF IQBAL S/O ALI HASSAN
                                                                                                                 
PERMANENT ADDRESS:                                                                     
Village & P/O: Ahmad Abad, Tehsil: Takht-e- Nasrati.
District: Karak, Khyber Pakhtunkhwa, Pakistan.
MAILING ADDRESS:
House No: 33 Street No 94: Sector: G-13/1 ISLAMABAD
Mobile # 0333-9716304 0315-6226304
Email: atifiqbal94@yahoo.com atifkhattak2000@hotmail.com



PROFESSIONAL EXPERIENCE:


· KHYBER PAKHTUNKHWA ELEMENTRY & SECONDARY EDUCATION DEPTT KARAK
Period: 17th Jan. 2019 to till Date
Designation: PST TEACHER
Responsibilities: Teaching


· S & S GLOBAL  CONSTRUCTION  COMPANY  Pvt. Ltd
Period: 18th Feb 2017 to 5th Jan 2019
Designation: HR Officer
Responsibilities:
· Providing guidance and resources on every aspect company policies and procedures
· Employee recruitment and interviews
· Working on job listings to recruit new employees
· Establishing pay scales for the organization
· Compensation questions and updates
· Hiring new recruits
· Firing employees when needed
· Resolving disputes between employees in the workplace
· Creating team building activities
· Planning team events and holiday functions
· Explaining benefit packages and resources
· Maintaining compliance in the workplace with benefit providers
· Maintaining EOBI Record of Employees.
· Managing employee development and training
· All aspects of organizational flow and employee morale.





· EGYPTIAN PAKISTAN TELECOMMUNICATION SERVICES COMPANY (PVT) LTD 
             Period:  23rd Jan.2013 till 30th Dec 2016.
             Designation: Regional Administrator-HR
             Responsibilities:  
· Hiring and Induction from Start to End.
· Deal with employees Warning letter, Intimation letter and Termination as per implemented policies.
· Maintaining and taking Daily, Weekly & Monthly Consolidated Attendance of all Region and Submitting to HR Deptt.
· Maintaining Employees Personal File Including Data (D.O.J, Designation, Salary, Left Date & etc.
· Processing Employee’s Contract letter and Employee Form after his Signature to HR Deptt on timely basis.
· Processing & Maintaining Employee’s Deduction, Warning letters, Promotions etc. through Proper Channel as HR’s Procedure and follow the implemented policies regarding all such issues.
· Processing Employee’s Clearance Letters and their Experience letters once their job is over.
· Provide accurate information to HR Deptt about Employee’s Name Date of Joining, Designation, and Project & Salary once their EMP ID is generated. Later-on inform Sub-Region about EMP ID.
· Giving Feedback to HR Deptt about Employee’s Resignation, Termination or Discontinuation from their Services on same day and at the end of Month. Also submitted their Hard Copies.
· Updating the personal files with all related document.
· Ensure that all interview documentation is complete before preparation of Staff Contracts.
· Compilation and verification of Leave Record for employees of all Regions to ascertain the eligibility of employees as per SOPs of Company.
· Follow up of Leaves Record of staff.
· Communication with regional management / administration regarding salaries.


TWO MONTHS INTERNSHIP IN NATIONAL BANK OF PAKISTAN KARAK

Period:  From 1st July 2012 to 31st August 2012.
Worked On:

· Maintaining the Record of Accounts Holder.
· Knows about how to Open the Account for the People.
· Knows about how to transfer the Money from one account to another.
.

OBJECTIVES:
Desire a challenging place in a dynamic and progressive organization, where I can learn as much as I can and utilize my knowledge to gain skills in career.

PERSONAL INFORMATION:
Father’s Name		:	Ali Hassan
Date of Birth		:	16-04-1988
Domicile		:	Karak
N.I.C #			:	14203-8261766-3
Nationality		:	Pakistani
Religion		:	Islam
Marital Status		:	Married

ACADEMIC QUALIFICATION:

	Examination
	Session
	Marks/Total Marks/CGPA
	Divisions
	Grade

	Board & University

	MBA1.5Years (HRM)
	2012
	    3.2/4.00
	1st
	B 
	FUUAST ISLAMABAD

	BBA(Hon’s) HRM
	2010
	    3533/4500
	      1st
	A
	UST BANNU

	F.Sc 
(Pre-Engineering)
	2006
	    822/1100
	1st
	A
	B.I.S.E Peshawar

	SSC (Science)
	2003
	    643/850
	1st
	A
	B.I.S.E Kohat














COMPUTER SKILLS:

· MS Office (Excel, Word, Power Point)
· Internet, Emails & Out Look Express.




LANGUAGES:

· Pashto
· Urdu
· English
     
HOBBIES:

· Reading Books
· Playing Cricket


REFERENCE:

Mr. Abdur Rauf                                                                       Mr. Imran Khan
Lecturer in Journalism                                                             HR Manager
Khushal Khan Khattak University Karak                                EPTSC Pvt. Ltd
Contact No:  03339339881                                                      Contact No: 03465458542
Email Address: abdurraufkhattak@gmail.com                                     Email Address: imran.khan@eptsc.net
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