
 

 

 

 

RAJA NOUMAN AHMAD  

 

CONTACT 
 

 
 

 Flat #2215, Floor 22, A Block, Al Bohaira 
Building Alnahda Sharjah

 

EXPERIENCE

0569005982 

 
nominouman404@gmail.com 

25/10/1996 

OBJECTIVE 

To continue my career with an organization 

that will utilize my MANAGEMENT, 

SUPERVISION & ADMINISTRATIVE skills to 

benefit mutual growth and success. 

 

SKILLS 
 

Excel  

 SAP HACM 

Payroll Assistance 

Candidate Screening 

Recruitment 

Comprehensive Problem-Solving Abilities 

Time Management 

 

ADDITIONAL INFORMATION 

Passport No.  YC1174391 

Place of Issue- Okara, Pakistan 

 Visa Status – WORK VISA 

 Nationality - Pakistan. 

 Marital Status - Single. 

LANGUAGE 
 

English 

Urdu 

Hindi 

Ahmed Foods Private Limited 
HR Officer 

• Assist with day-to-day operations of the HR functions 
and       duties. 
• Assist payroll processes of permanent employees 
and updated employee benefits        details. 
• Maintain monthly payroll for 200 daily wage 
employees. 
• Compile and update employee records (hard and 
soft copies) 
• Wrote job description adverts for Indeed and                    
LinkedIn. 
• Coordinate communication with candidates and 
schedule         interviews. 
• Maintained high suitability standards through 
diligent screening, interview, and assessment 
processes. 
• Handled employee enquiries and compliance checks 
and         escalating issues to managers when needed. 
• Provide assistance and administrative support to 
Human           Resources executives. 
• Worked with department managers to implement 
best       practice strategies for employees. 

Murshid Hospital & Health Care Center 
Internship In the Procurement Department 

• I was assisting in day-to-day procurement 
matters. 
• Maintaining inventory record system. 
• Assisting in purchase order generation. 
• Assisting in coordination with vendors. 

University Of Okara                                            
Internship In Human Resources Department 

• Assisting in the hiring process of teaching faculty of the 
university. 

• Assisting in daily HR functions and duties. 
• Assist HR team with candidate screening. 
• Screening of all received applications according to required 

education and experience. 

 

Oct 2021-  

Aug 2023 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Aug 2021- 

Sep 2021 
 

 

 

 

 

Dec 2020-

Jan 2021

EDUCATION 

University Of Okara, Punjab Pakistan                            

Human Resource Management 

2017-2021 

BBA  

Government College Of Technology Sahiwal Punjab 

Pakistan                                                                          

DAE CIVIL 

2012-2015 

BISE Lahore, Punjab Pakistan                                       

Matric / O-Level 

2011-2012 

Pakistan Institute Of Management 

Strategic Human Resource And Organizational Development 

Advanced Professional Diploma 

         Sept-2022 

 
 

 

VOLUNTEER OR LEADERSHIP 

• Volunteered in a Flood relief camp in Karachi Pakistan. 

• Volunteered in Iftar food distribution. 

mailto:nominouman404@gmail.com

