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Contact #  0541711339 ...0538603661
E-mail: kim.prince786@gmail.com
CARRIER OBJECTIVE

Wish to join a dynamic organization offering ample opportunity of diversified exposure where I can utilize my abilities and excel in my career.

CARRIER PROFILE

· Working as HR Supervisor in Hotel Green Palace    Murree Road Rawalpindi, from 2010 to till now.

· Worked as HR Assistant Officer (DOHA EASTPOWER STATION KUWAIT) (2007).

· HR & Operational Assistant in Pakistan Telecommunication Company Limited at Satellite Town Rawalpindi since 2003 to September 2006.

· Worked as HR Officer in U PHONE (FRANCHISE) Murree Road Rawalpindi from 2000 to 2001.

· Worked as HR  Administrator  or worked as Accounts Clerk  ( BR.C.A.T INTERNATIONAL Limited) Head Office Dhahran Road..
PERSONAL DETAILS

· Date of Birth:

20-11-1976

· Iqama No

            2493874578
· Passport No :

BM5148412

· Nationality:

            Pakistani

· Linguistic skills:

Urdu, English

· Marital status:       
            Married
· Hobbies:


Reading, Internet Surfing 

GENERAL QUALIFICATION
                  

· Graduation
Punjab university Lahore Pakistan
· Intermediate

     Board of Intermediate & Secondary Education Rawalpindi, Pakistan.

· Martic

Board of Intermediate & Secondary Education Rawalpindi, Pakistan.

Human Resource Management ( HRM)

Trade Testing Professional Council & Skill Development Association

Govt Of Punjab Pakistan...

English Language Course.

· (Diploma in English Language Course) for 6 months from School of Informatics Rawalpindi Pakistan.
COMPUTERS QUALIFICATION

· DIT (Diploma in Information Technology) for 1 Year from School of Informatics Rawalpindi Pakistan.
· MS Office.
· Internet Surfing.

PROFESSIONAL CAREER

· Working as HR Supervisor in Hotel Green Palace Murree Road Rawalpindi, from 2010 to till now. tasks/responsibilities:

· Updating and maintaining appropriate records. 

· Good face to face communicator.

· Maintain and provide efficient backup to supply department and ensure achievement of all internal and external needs.

· Prepare and maintain employee attendance records and provide feedbacks to employees on same.

· Maintain the record of all Vehicles.

· Analyze all opportunities and recommend ways to improve efficiency and reduce costs.

· Worked as HR Assistant Officer (DOHA EASTPOWER STATION KUWAIT) (2007) which included the following tasks/responsibilities:

· Good face to face communicator.

· Maintain the employee attendance records.
· Maintain the record regarding Vehicles.

· HR & Operational Assistant in Pakistan Telecommunication Company Limited Pakistan at Satellite Town Rawalpindi Pakistan since 2003 to September 2006, which included the following tasks/responsibilities:

· Worked as Operational Assistant in 17 (CDAS) to receive the customer calls.

· Worked as Coordinator in data section to update the officials/VIP numbers and non official numbers.

· Maintaining a Log in system and follow up for timely replies ensuring deadlines. 

· Worked as PA to Operational Manger phones.

· Source Provision to staff on duty.

· Coordination with Head Office & Different Exchanges.

· Official letter drafting and file keeping.
· Summary report regarding Vehicles.

· Updating the record of Fuels.

· Worked as HR Officer in UFone (FRANCHISE) Murree Road Rawalpindi from 2000 to 2001, which included the following tasks/responsibilities:

· Dealing and handling the complaints of subscribers.

· Maintain the record regarding Vehicles.

· Coordinate with all franchises regarding maintain records of Vehicles reporting on daily/weekly and monthly basis with U Phone HQs.

INTERPERSONAL SKILLS

· Possess excellent oral, written, communication & interpersonal skills.

· Hardworking, assertive & target oriented meeting the time lines.

· Able to handle multiple tasks at a time and can work under extensive pressure 

· Self motivated with good creative, management & administrative skills

· Excellent ability to interact with people effectively.
· Excellent team player & decision maker.
· Guts of leadership & excellent presenter.

Khurram Shahzad
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