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OBJECTIVE









 
To join a company which has earned an excellent reputation among all stakeholders, where 

I can apply my optimum knowledge and skills. I am aiming for an excellent career growth.
PROFESSIONAL QUALIFICATION






· INTERMEDIATE STAGE (Completed) From Pakistan Institute of Public Finance and Accountant.
· Advance course on Industrial Relation and Major Labor Laws from NED UNIVERSITY OF ENGINEERING & TECHNOLOGY in collaboration with Lambda Consulting Group.

PROFESSIONAL EXPERIENCE___________________________________
· As an Assistant Manager Personnel & Admin in EXIDE PAKISTAN LIMITED from 2016 to till date.

· As a Personnel & Admin officer in EXIDE PAKISTAN LIMITED from 2012 to 2016.

· As a Sr. Supervisor Personnel & Administration cum Cashier in EXIDE   PAKISTAN LIMITED from 1998 to 2012.
· As a Typist Clerk/personnel Assistant In Exide Pakistan Limited from 1994 to 1998.
COURSE, CERTIFICATES & TRAINING 
· Training course on Effective Administration of Salary & Payroll in Collaboration with Blue Apple Trainers held at SITE Association of Industries Site Karach.

· Certificate of training on HEALTH, SAFETY AND ENVIRONMENT MANAGEMET from Marine Environment Consultant Pakistan Pvt. Ltd.
· Certificate of training on FIRST AID/FIRE FIGHTING 

· Training course of Environmental Management System Based on ISO 140001:2015 Standard.

· Training course on internal Auditing Based on ISO 9001:2015 Standard.

COMPUTER LITERACY








· 
Certificate in Information Technology 

          
 From Skill Development Council from November 2003 to February 2004

· 
Certificate in Computer Hard Ware & Network Solution 




From Skill Development Council
SOFTWARE USED
MS Office 
(MS WORD, MS EXCEL & MS POWER POINT)

ERP
(Petty Cash, Human Resource Management, Attendance Leave Management &

Payroll Management
SAP
 PRD, (Petty Cash)
ACADEMIC QUALIFICATION







· 
MA Economics in 2005 from Karachi University
· 
B. Com. in 1998 from Karachi University.

· 
Inter (Commerce) in 1996 from Karachi Board.

· 
Matric in 1994 from Rawalpindi Board.
RESPONSIBILITIES.




______________________
· To deal with Govt. agencies like EOBI, SESSI, Education cess, workers Welfare Board, SITE limited and labour department.

· To submit quarterly, semiannually and annually returns to governmental departments as per law.


· To conduct periodical & annual inspection under the various labour laws by authorities.



· To conduct and prepare appraisal form and salary review/promotion.
· To initiate disciplinary action against the workers/supervisors involved in misconduct.
· To manage company transport.





· To hire skilled and unskilled labour as and when required.





· To implement company policy to accomplish organizational goals.





· To look after employees welfare activities.





· To deal with all permanent / temporary workers issues regarding pay roll and wages.


· To deal with Scrap Contractor for proper disposal of Company scrap.
· To prepare, check and verify monthly bills related to Transporter, water tankers supplier, and photocopy machine.


· To monitor petty cash and all types of payments from factory.
· To assist GM Personnel & Admin to prepare different types of report as and when required.

· To deal the matter related to temporary workers and supervisors cadre employees from their appointment to retirement/termination.

· To raise Purchase requisitions of Monthly canteen purchase, monthly requirement of PC Store, monthly requirement of cleaning materials and Dry cleaners. 
· To perform all others jobs assigned by Head of Department.
SKILLS:


● Innovative and enterprising personality

● Committed, sincere and determined 

● Good customer relationship skills

● Adaptable and quick learner

● Good planner and organizer

● Work well individually and with the team 

● Computer literate

PERSONAL PROFILE 









· 
Father’s Name

Chaudhary Mohammad Safdar

· 
Date of Birth

23rd March 1977

· 
N.I.C. No.

42401-7384757-9

· 
Marital Status

Married

· 
Religion

Islam

· 
Domicile

Karachi (West)

·       Passport No.               CV1517571
MUHAMMAD AFZAL





Present Address:      H/No. 32, 4/B, New Saeedabad, Baldia Town 


         Karachi.


Cell No.  0322-2615634,


E-mail: afzaliznint2@yahoo.com


	afzal@exide.com.pk
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