[image: ]
Shahid Tabassum

Contact # 0300/0312-5570457

Address: B-1100, Street # 05, Near Sadiqabad Chowk, Muslim Town, Rawalpindi.

Email Address: Shahidtabassum457@gmail.com


CAREER OBJECTIVE:
To enhance my knowledge and capabilities by working in a dynamic organization that prides itself in giving substantial responsibilities to new talent.

WORKING EXPERIENCES:
Sadiq Group of Companies						       July-2023 to Till Continue 

As an HR Officer
· Assist Manager HR in all HR matters.
· Working on HR Operations matters.
· Responsible for Recruitment & Selection for the Group.
· Maintain HR Records in Soft and Hard forms.
· Assist Compensation & Benefits: Payroll, PESSI, EOBI, Full & Final settlement.
· Other tasks assigned by the Manager HR. 

TATA Pakistan (Tata Best Foods Pvt Limited & Selfi Textile Mills Pvt Limited)	May 2020 to Jan 2023.

As a Sr. HR & Admin Officer
· To Assist Manager HR/Admin in all HR & Admin matters.
· Maintain payroll, maintain attendance cards of employees, Prepare labor salaries/wages
· Distribute salary to daily wages staff.
· To provide basic required Utilities. Handling the complaints related to labor issues. 
· Maintain Petty Cash/Mill Cash.
· To Garnet SESSI & EOBI Vouchers.

Falcon Grammar School (Sindh Education Foundation) 		02-Years

As an Incharge 
(Certificate of Appreciation)
· To maintain staff attendance registers.
· To Arrange Teachers.
· To maintain general admin work.
· To supervise Event Management.

Al-Shaheer Corporation 					01-Year

As An Executive Officer
· Maintain HR Records in Soft and Hard forms.
· Assist Manager HR in all HR matters.
National Public School (Private Sector) 				2007 To 2010		

As an Admin Officer
· To new Admission of students
· To maintain staff attendance registers.
· To Arrange Teachers.
· To maintain general admin work.
· To supervise Event Management.

ACADEMIC BACKGROUND:
· B.Com	 from the University of Karachi.
· I.Com 	from HSC Karachi Board.
· Matric 	from SSC Karachi Board.

IT/PROFICIENCY:
· CIT Course & Hardware Installation from Islamic Scientific Education Pakistan
· MS Office, Internet Urdu Composing from Iqra Computer Training Trust.
· IATA/UFFTA Foundation Course From PIA(Pakistan International Airline Training Centre)
 
PERSANOL INFORMATION:

· Father’s Name : Muhammad Ashfaq
· Religion             : Islam
· Nationality        : Pakistani
· CNIC #                : 42501-3613213-5
· Marital Status   : Married 
· Passport No      : AU7012131

LANGUAGES:

· Urdu & English

REFERENCE:

· Will be furnished on request.
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