MENAHIL ZAIN
📍 House 777E, Street 19, Rawalpindi
📞 0321-9649524 | 📧 menahilz472@gmail.com

PROFESSIONAL SUMMARY
I am a motivated professional with a strong academic background and hands-on experience in payroll management, HR operations, and banking. Gold Medalist with proven ability to manage payroll processes efficiently, ensure compliance, and support organizational growth.

EDUCATION
BS Commerce – National University of Modern Languages (NUML)
· CGPA: 3.87 
· Gold Medalist | Department Topper 
· Merit-based Scholarship (All Semesters) 
· Government Laptop Award Recipient 
FSC (Intermediate) – Women University Rawalpindi
· Marks: 733 
Matriculation – Anglo Arabic School
· Marks: 956 
· Topper 

EXPERIENCE
Payroll Officer – Tehzeeb Head Office
· Managed complete payroll processing and salary compilation 
· Ensured EOBI & PESSI compliance 
· Handled attendance, hiring, rehiring, and de-hiring 
· Managed employee transfers, HR records, and documentation 
· Assisted in loan approvals and staff coordination 
Administrative Assistant – Radiant Way School
· Managed daily administrative operations and documentation 
· Coordinated with staff and supported office workflow 
Intern – United Bank Limited (UBL)
· Gained experience in banking operations and customer dealing 
· Assisted in documentation and financial processes 

KEY SKILLS
HR & Payroll:
Payroll Management | EOBI & PESSI | Attendance Management | Salary compilation Processes | Payrol  Documentation
Banking:
Customer Handling | Banking Operations | Financial Processing
[bookmark: _GoBack]Technical:
MS Excel (Basic) | MS Word
Soft Skills:
Communication | Leadership | Problem Solving | Time Management
Courses:
HR Data Analytic Using Dashboard (NUST UNIVERSITY IDC)
Microsoft Excel advance elementary (LUMS)
Basic excel ( Power skills lahore)
Basic graphic designing ( Micro-tech institute Rawalpindi)
REFERENCES
Available upon request

