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Faheem Ullah Jamali

House No 670 – K, Lane No. 5 
Ali Market, Peshawar Road, 
Rawalpindi, 
Cell No.00923037266920 
E-mail: faheemullahjamali@gmail.com
Personal Information
Fathers Name 


:
Mir Hassan Jamali

Date of Birth 


:
14th August 1987

C.N.I.C 


:
42201-4972650-1
Domicile                                      :            Jacobabad (Sind Rural) 

Nationality


:
Pakistani

Religion 


:
Islam

Marital Status 


:
Married

Objectives
To seek an opportunity in dynamic organization, where I can contribute value to knowledge and improve my skills. 
Professional Summary

· Human Resource  professional with MBA from NUML, Pakistan offering 5 years of  HR and Admin Officer and Office Assistant experience distinguished by commended performance and proven results respectively.
· Recognized as a result-oriented, resourceful, adaptable leader, consistently delivering high-quality talent, well within strict time frames through strategic, Diversity & Social Media sourcing methodology. 
· Recognized for the ability to consistently meet & exceed recruitment goals in support of overall organizational objectives. 
· Extensive background in HR generalist affairs and Admin related jobs accompanying recruitment, employee relations and performance management. 
Skills & Competencies

	· Leadership skills.

	· Team Player.

	· Result oriented.
	· Interpersonal & Communication Skills.

	· Working knowledge of Word, Power Point, Excel & Email.
	· Multitasking & Quick learner.

	· A creative approach to problem solving.
	· Excellent organizational and planning skills.

	· Ability to take on responsibilities.
	· Excellent people skills to work with staff at 
all levels.


Professional Experience
Ahmad & Co 







Oct 2017-Dec 2017
Islamabad, Pakistan                
Executive/ Office Assistant

· Drafting

· Net surfing
· Making Phone Calls

· Fill out Visa Application Performa for UK clients
· Case Completion of UK Clients.

Business & Technology Management Group 



Mar 2014 – Mar 2016
(BTMG), Rawalpindi, Pakistan                
HR And Admin Officer

· Coordinating all HR and Admin related jobs accompanying recruitment, employee relations and performance management.

· Data entry and data analysis and preparing presentations and reports.

· Drafting letters and preparing progress reports as and when required.
· Maintain records for attendance, Salary Administration, Stationery indent, disbursement as required. 

· Assist Finance Officer for procurement of Stationery, computers, or any equipment for office usage. 

· Conducting recruitment & selection activity. 
· Keeping, maintaining & updating personal files.
· Assist in conducting personal interviews & performance appraisals.



Ministry of Interior & Narcotics Control Division


Sep 2010 – Oct 2013

Anti Narcotics Force, Rawalpindi

Administrative Assistant

· Analyzing World Drug Reports and various publications received from various countries.
· Analyzing National and International drug trafficking trends.
· Analyzing and comparing various illicit narcotics prices received from different cities of Pakistan.
· Daily correspondence. 
· Diary dispatch, Routine mail check and sending it to seniors.
· Making office Presentations. 
· Handling of Stationery items.

· Network surfing for office. 
Training & Workshops

· Statistics Data Collection & Data Analysis



07-11 Feb 2011

       Conducted by UNODC

· Crime Intelligence Analysis 




06-17 June 2011
    Conducted by UNODC
Internship







Jul 2010 – Sep 2010

National Bank of Pakistan, Sargodha 








· Making Pay Order, Demand Drafts & Telegram Transfers 
· Reconciliation of Transactions. 
· Account Opening. 
· Customer Dealing.
· Worked with Customer Complaints Cell.
Qualifications
Master in Business Administration (MBA-HR)


Aug 2008 – June 2010

National University of Modern Languages, Islamabad (NUML)

Bachelor in Commerce





June 2004 – Mar 2006

University of Karachi

Higher Secondary School Certificate




May 2002 – June 2004

PAF Degree College Faisal, Karachi

Secondary School Certificate





Mar 2000 – Apr 2002

PAF Intermediate College Quetta


Certificates / Computer Skills

· Diploma in Office Management (DOM),



Jan 2007-Apr 2007 

       National Computer College, Sargodha




 

· Computerized Accounting Diploma (CAD)



May 2008-Aug 2008
       Logix College, Sargodha
Languages

· English

Read, Write, Speak 

· Urdu

Read, Write, Speak 

· Sindhi

Read, Speak 
· Balochi

Mother Tongue
