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ARSALJAVED

CONTACTINFORMATION:
Contact#0321-2808665/0311-2338869
Email:arsaljaved422@yahoo.com
Address:FlatNo#AA-102/AUpperGroundFloor,Country
ClassicandSector:15-B,Bufferzone,NorthKarachi

OBJECTIVE

Tobeanintegralpartofanorganizationwhereworkingenvironmentisconductive

whichattributesinitiation,ingenuityandhardworkishighlyappreciatedandrewarded.

PERSONALATTRIBUTESANDSKILLS

FastLearner,quick to pick required skills hardworking,attractive well-organized

personalityandknowledgeofcorporatebehavior,softspoken,abilitytospeakfluent

UrduandEnglish.

ACADEMICQUALIFICIATION

Degrees Specialization Institute Passing
Year

Master(MBA) Business&
Administration

IqraUniversity,Karachi Studying

Bachelorof
Science(B.S)

Software
Engineering

ILMAUNIVERSITY(Formerly
IBT),Karachi

2019

Intermediate Pre-Engineering D.JSindhGovt.Science
Collage,Karachi

2015

Matriculation Science MetropolisAcademy 2013

PERSONALINFORMATION

 Father’sName : FaizJaved

 Dateofbirth : 12-August-1996

 MaritalStatus : Single

 CNICNo : 42101-3544374-3

 Religion : Islam
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REPORTSANDPROJECTS:

 Projectformakingwebsiteon“ONLINEQURANACADEMIC”.

 ProjectPresentationandGanttcharton“ONLINEQURANACADEMIC”.

 Buildastaticwebpagefor“INSTITUTIONALINFORMATIONBASEDWEBSITE”.

 ProjectReportandWebsiteProposalfor“INSTITUTEBASEDWEBSITE”.

 LiteratureReviewof“INSTITUTEWEBSITE”.

 Research Reporton “ELECTRICITY CRISIS & PROBLEM OF ELECTRICITY IN

PAKISTANANDITSPOSSIBLESOLUTION”.

 Simplewebpageon“PAKSUZUKIMOTORS”.

 Simplewebpageon“SINDHPOLICE”.

 Presentationon“SOFTWAREPROCESSMODEL”.

INTERNSHIPEXPERIENCE:

 DESIGNATION:

Intern

 ORGANIZATION:

HabibBankLimited(HBL)

 DEPARTMENT:

HRAnalytics&Automation

 DURATION:

2Months(19-06-2018To20-08-2018)

 KEYRESPONSIBILITY:

 CreatePositiononOracleApplicationsCloudwiththehelpofJob

Description(JD’s)providedbyRelationshipManagertoAnalyticTeam.

 TaggedPositiononOracleApplicationsCloudwiththehelpofHBLPosition

DetailedReport.

 Create1050ProfilesonHBLOracleCloudApplication.

 TaggedallvacantorfilledPositionthroughHBLOracleCloudApplication.

 MakeReportofallJD’suploadtosystem.
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EXPERIENCE:

 DESIGNATION:

DataProcessor

 ORGANIZATION:

HabibBankLimited(HBL)ThroughPrime-HR

 DEPARTMENT:

HROperations

 DURATION:

June2019–Present

 KEYRESPONSIBILITY:

 MaintainEmployeesFileManagementForNewHiringStaff.

 MaintainOfferLetter&HiringApprovalForNewHiringStaffprovidedby

HRHead&TalentAcquisitionTeam.

 GenerateEmployeePersonalNumber(P.No)ofthenewemployees

throughmaintainMISprovidedbytheBank.

 Toupdateallemployee’sdataintoMIS(i.e.PeopleConnectOracle

Application).

 UpdateQualification,previousemployerdetailsandpersonalreference.

 MaintainingMISrelatedtoPreviousEmployersofStaff.

 MaintainingMISrelatedtoQualificationOfStaff.

 MaintainingMISrelatedtoStaffReferences.

 ProvideassistancetoManagerinCredentialVerificationofverifiedcases.

 ProvideassistancetoManagerindaytodaymatters.

 Preparingsetofdocumentsofeachemployeeforcredentialverifications

asperVendorrequirement.

 ReconciliationofVendorMISwithhardcopiesofverifiedcasesprovided

byvendor.

 Verificationofdegreesofnewandprevioushiringcases.

 MaintainPayrollofACCATrainees,CATrainees,FemaleProjectInterns,

ComplianceTraineeOfficer.
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 MaintainAttendanceoftheseemployees&leavebalance(i.e.Annual

LeaveorExam Leave).

 MaintainMISofExitInterviewForm fortheResignedEmployees.

COMPUTERSKILLS

 MicrosoftOffice

 WindowInstallation

 SoftwareInstallation

 PeopleConnect

 OracleCloudApplication

COURSE

 PHPProgrammingwithMySQLfrom INSTITUTEOFBUSINESS&

ADMINISTRATION(IBA). (18-10-2017TO18-02-2018)

ORGANIZEDEVENTS

 “BusinessSocialMediaConference(BSMC)”seminarincollaboration

withMOMENTUM (investment,startups),E.OCEAN(empoweringmobile)

&INNOVATIVEPVTLTDon25thofJuly2017atILMAUNIVERSITY.

LANGUAGES

 English,Urdu

HOBBIES

 IfondofreadingNewspaperseveryday.
 IpreferwatchT.Vonleisuretime.
 Iam usingInternetinoptimisticway.
 Outingwithfriends.

REFERNCE

 Willbeprovidedondemand.


