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 ZAKIR
ZAKIR.332468@2freemail.com  
- PRINCE2® Practitioner



Senior Consultant, PMO– Capgemini India
                                                                                
SUMMARY:
Overall 9+ years of experience with 6+ years into Project Management as PMO @ Information Technology Industry (Domain Knowledge - Finance, Retail, Banking, Supply Chain, Telecom…)
Key Activities: Project Planning, Project Tracking, Quality Metrics (Reporting), Resource Management, Vendor Management, Analysis of Billing, Budgeting, Forecasting, Risk/ Issue Management, Tracking key project parameters, Change Management, Coordination, Contracts...   
ACHIEVEMENTS:
· Prince2 Certified – Foundation & Practitioner 
· Enrolled for PMP Certification
· Received certificate for best performance - India Post Project 

· Business Technology Higher National Certificate (BTEC HNC), Edexcel, UK

· BBC English edge certificate
WORK EXPERIENCE:

Capgemini India Private Ltd., - Senior Consultant PMO, Feb 2015
Role: 
· Managing Project management operation team as a PMO lead

· Interaction with clients and stakeholders, providing updates of the projects

· Preparing monthly quality metrics report for all the projects to find the variance

· Managing resource On-boarding and Off-boarding activities
· Managing all of the processes, across a wide program of activities within Clarity
· Tracking project plans and deliverables
· Working closely with PM's across a number of projects, helping to track plans, deliverables, and support tracking actions
· Recording actions and following up on their progress.
· Assist in the preparation of management dashboards,  information, and presentations
· Risk/ Issue Management, Budget Management….
Technosoft Global Services – Senior PMO Analyst, Jan 2014 - Dec 2014
Worked from client site i.e. JDA Software as the capability of Project Manager consulting.  
Role:

· Planning, scheduling and execute all stages of JDA software implementations.
· Assessed implications for each project phase and monitored progress to meet deadlines, standards and cost targets.
· Facilitated communication between Onshore/Offshore Teams and with U.S. Client.
· Supporting business management process & procedures to ensure accuracy in management reporting of the projects.
· Monitored & tracked the projects against the agreed scope.
· Budget Management, Risk/ Issue Management

· Preparing and publishing weekly/ Monthly dashboards/ Reports against key performance Indicators.
· Review and Approval of Time Entries and Expense Reports.
· Change Requests

· Make sure that project progresses within schedule, under budget
· To maintain minutes of meeting

Achievement(s):
· Managed multiple JDA software implementation projects valued around $1.0 million as Project Manager. 

Infosys Limited– TSOPLMS: PMO Project Management Office, Jan 2010 – Jan 2014
Role:
· Assist with status preparations and reporting, and prepare other weekly/monthly reports as needed for the projects.

· Support business management procedures to ensure accuracy in financial reporting

· Analyze Weekly/ Monthly dashboards to ensure progress against key criteria like financials, schedule, risks & issues.
· Coordinate and dealing with Vendors.

· Allocation, Confirmations and Remittance Process.

· Ensure all outsourced resources are covered by valid contracts & proactively manage that to ensure we are always compliant.
· Ensure all resources are correctly set up in the system - our self-billing system to support accurate invoicing & reporting

· Maintain invoice details, payment receipts, resource details (Grade, Rate, Project, Skill set, History, Timesheets)
· Report regularly on outsourced hiring, time to fill roles &amp; capacity to our management
· Respond to department queries on billing, metrics, reporting, department data requirements
· Maintain project status. Use project status tracking tools such as Microsoft Project.
· Support administrative tasks

Mashreq Bank – Relationship Officer Dubai Jan – Aug’08

Assistant Manager – Admin in HP GAS, Gudalur from Sep’04 – Dec 2006.
Role:
· Preparing Periodical reports to HPCL and to Local Revenue Department. (Taluk Supply Officer and District Supply Officer, Govt. of India.)
· Maintaining Inventory of Cylinders and other products and data operating & also preparing daily Cash-Sheet. 

TOOLS Used:
· Microsoft Office, 
· Microsoft Project Planning basics

· Clarity and JIRA Tool basics
· ERP, CRM basics
· Alcon, IPM+, OMS, DPS, JTRAX ,….
EDUCATIONAL QUALIFICATION:               

	Certification
	Prince2 Foundation & Practitioner ‘GR634026354ZH’

	Professional Course:
	Diploma in Aviation, Hospitality and Air Travel Management. Also received Business technology higher national Certificate by Edexcel, UK from Frankfinn Institute, Mysore.                        

	Graduation:
	B.Com with Computer Applications, Commerce Graduate – 63%  from St. Philomena’s College, Mysore University (India)

	Higher Secondary:   
	PCMB – 50% from St. Thomas School, Gudalur, The Niligiris, Tamil Nadu (India)

	High School (SSLC):
	SSLC – 63% Morning Star School, Gudalur, The Niligiris, Tamil Nadu (Ind)

	Computer Skills
	DOA – 76% (MS Office, FoxPro, HTML…)


PERSONAL INFORMATION -:

	Date of Birth
	22nd February 1983

	
	

	
	


	Declaration
	I hereby declare that the information given above is true to the best of my knowledge.



