To,

The Manager Recruitment

As an accomplished Operations Professional, I read your posting for a new Operations Manager with interest. My experience aligns well with the qualifications you are seeking for the position, in particular with my positions in my previous organizations as Head of Site commercial operations in Siemens and Analyst operations and SME at Xerox Corporation managing Logistics and Procurement for specific commodities for North America and South East Asia and I am certain I would make a valuable addition to the department.

With more than 11 years' experience in Operations, I am adept in administrative and financial oversight, team building, and revenue generation. Moreover, while my on-the-job experience has afforded me a well-rounded skill set, including first-rate analytical and problem solving abilities, I am proficient at meeting or exceeding benchmarks and delivering exceptional results.

Highlights of my achievements in my previous organization

· Achieved collection targets by 20% (Client: Vedanta Resources)

· Reducing overheads by 10% through cross utilization.(BSP,RSP,VEDANTA)

· Developed safety programs that reduced incidents by 30% in one year.

Highlights of my achievements in Dulsco:

· Implemented the time management of Six Sigma Theory into the reporting system and reduced the report circulation time by 4 hours which helped in better planning in deployment and revenue generation

· Implemented Rout technique procedures, which helped in bringing down the Salik cost by 35% without affecting the fuel cost.

In addition to my experience and personal qualities, I have a solid educational foundation and a passion for maintaining efficient and profitable operations. I am extremely enthusiastic about my work and organization and focus on expansion and would welcome the opportunity to contribute to our ongoing growth and success.

Please review my attached resume for additional details regarding my expertise and career achievements. I will follow up to request an appointment to discuss how my experience and background meets your needs.

Thank you for your time and consideration.




 Afzal - BCOM, MBA (Student ICSI) 
 


 Email: afzal.374850@2freemail.com 
                                                                Dubai, UAE
To get of maximum in Operations management- have nurtured skills in assessment and monitoring, due diligence reporting in all 11+ years of work experience in operations. Also have a great zeal to move forward in any of real time Operations and Logistics management   
Strengths
· Good knowledge of SAP and MS office 

· Ability to analyze the key data of a Business 
· Familiar with the aspects of Finance & Operations
· Leadership and Supervision

· Company Secretary…Perusing (Bhubaneswar ICSI Chapter)
Work Experience  
Organization: Dulsco LLC.

Industry: HR Solutions 

Location: Dubai UAE.

Designation: Coordinator-Fleet
Duration: 13th February 2015 Continuing…

Company Profile: Dulsco LLC: Dulsco with a proud history of more than Eighty Years has a privilege to have witnessed and been part of the spectacular evolution of the UAE into a modern developed nation.
With its headquarters in Dubai, Dulsco operates all over the UAE and neighboring Qatar with Offices in Abu Dhabi, Sarjah, Ras-Al-Khaimah, Fujairah and Doha with total Strength of more than 10000 employees.
Responsibilities:
· Making arrangements to ensure that drivers comply with drivers hours and tachographs rules and with speed limits.
· Making arrangements to ensure that the vehicles are maintained properly, including the inspection of vehicles at the appropriate time and the action taken to remedy defects found.

· Plan, organize and manage the work of subordinate staff to ensure that the work is accomplished  ina manner consistent with Organizational requirements.

· Direct investigations to verify and resolve customer and in house complaints.

· Implement schedule and policy changes.

· Establishing the method of compilation and the accuracy of all records, which must be kept for a period of no less than 15 months.
· Preparing Monthly Schedule of Administrative and Transportation staff.
· Analyzing deployment Schedule for hiring and internal transfers.
· Counseling employees related to disciplinary and grievances.
· Scheduling training and development programme for all transport and operational staffs.
· Scheduled and directed work activities while providing leadership and direction to company drivers and other operations staff.
· Directed, oversaw and encouraged meetings with current and potential customers.
· Identified and resolved problem issues and concerns as efficiently and effectively as possible using critical thinking skills.
· Conducted planning, dispatching and backhaul activities while providing excellent customer service.
· Conducted and processed department payroll, billing and auditing.
· Designed and implemented driver training program.
· Increased Proficiency in route delivery and route planning
· Reduced overall transportation cost by implementing routing plan reducing Salik cost and fuel consumption.


· Coordination with marketing Dept on vehicle Branding

· Submission of Internal Transport charge (IDA) details to finance

· Analyzing monthly reports from GPS system for submission to management
· Daily and Monthly generation of MIS reports, analyzing the cases in Excel Sheet.
· Handling duplicate Policy and recreation of policies. 
· Daily and Monthly generation of MIS reports, analyzing the cases in Excel Sheet.
· Analyzing the data, verifying, mapping and maintain master sheet for Original database.
· Handling and managing the team of 32 operational staffs.
Organization: Xerox Ltd.

Client: General Motors

Industry: Operations and Logistics

Location: Bangalore.

Designation:  Analyst and SME

Duration: 21st March 2013 till 19th August 2014.

Company Profile: Xerox Corporation: is the world’s leading enterprise for business process and document technology which includes printers, multifunction devices, production publishing systems, managed print services and related software. It’s operation reaching more than 160 countries with $22 billion annual revenue with 133,500 employees. Xerox headquartered in Norwalk, Connecticut, U.S.A.

Responsibilities:
· Maintaining Detail Record of material in Transit (Dispatch and Receivable).

· Ensuring all administrative requirements as per the compliance calendar.

· Conducting month close meeting 

· Implementing cost effective techniques and methods of transportation.

· Maintaining control log of mileage and fuel of vehicles.

· Maintaining Detail Record of Documentation related to Logistics.

· Preparing MIS Report of Fuel Expense, Exact Mileage and report the discrepancies.

· Maintaing the Payroll registers of workers including their OT and Bonus as per the Federal Law.

· Maintaining the Worker Safety standards as per the Health and safety Rules.
· Supporting the Finance and payroll team to disburse the correct remunerations to workers by providing the correct time sheet of the workers.

· Ensuring compliance to all security as well as operational procedures.

· Carry out billing, collection and reporting activities according to specific deadlines.

· Maintaining documents related to contracts of employment and terms and conditions for deployed manpower at Plants.

· Monthly Business Reporting

· Review and analysis of Bill of Material – Standard vs. Actual

· Operation and Routing review

· Preparation of variance analysis like Material Usage, Labor efficiency, Spending variance
· Quarterly revaluation of Inventory once the Standard cost is released

· Monthly stock review – Inventory trend, Blocked stock, Inventory holding period etc.
· Analyzing Purchase Price variances

· Analyzing Cycle count adjustments 

· Review of monthly cost analysis on Product level

· Forecasting Quarterly Overheads 

· Audit support - SOX and Internal Audits related to Inventory  

· Determination of transfer price for various cross border transactions ensuring tax compliance in US, Canada and Mexico

· Preparation of weekly metrics for SLA compliance 

· Overall responsibilities of managing the team of 45 to 50 members

Organization: Siemens Ltd

Industry: Industry Solutions and Project Operations.

Location: Mumbai 

Clients: Vedanta Aluminum Ltd, Bhilai Steel Plant, Rourkela Steel Plant, Vedanta Cancer hospital Chhattisgarh.

Assignments: Project Operations, commercial billing, Labour compliance audit and vendor Management

Duration: 09th Dec 2009 to 23rd Nov 2012.

Joined as: Commercial Asst 

Last position served: Head of  Site commercial Operations and Project Site Administration
Projects Handled: 

· Vedanta Aluminum limited Jharsuguda, Odisha (Project Value worth INR 57 Million)

· Vedanta Cancer Hospital Raipur, Chhattisgarh (Project value worth INR 16 Million) 

· Vedanta Power Plant Civil work and Electrical Cominissioning (Project value worth INR Million)

· Bhilai Steel Plant project civil and Electrical Projects:  (Ongoing maintenance)
1) Civil construction and electrical construction of Cable bay of Substation 5 to 21.
2) Coke oven and Byproduct plant
3) Blast Furnace

4) Steel melting Shop

5) Continuous casting shop

6) Hot rolling Mills

7) HT/LT substation & MCC rooms (Ventilated)

8) Cable basements/tunnels (ventilated)

9) Control rooms-Air conditioned

Responsibilities 
· Arranging Multiple Bids for Manpower Suppliers.

· Preparing BOQ (Bill of Quantity), BOM (Bill of Material).

· Working with Engineering Dept for Manpower Requirement for Project Delivery on time. 

· Tracking the Supplied Material from Vendor before MRD (Material Required date) in plant.

· Monitoring vendor account details for non-payments, delayed payments and other irregularities.

· Changing of prices of Material in system (BOQ) due to change in price due to tax or other reasons.
· SPOC for Statutory Compliance Reporting. 
· Conducted research and analysis into expansion projects and implementation

· Focused on issues from client relation perspective (Billing and Collection)

· Focused on Market pricing for the project Equipment’s
· Helped plan and implement approach based on Project HSE and BOCW Act.
· Assisted in Firms expansion in MEP projects and designing BOQ

· Able to assess potential issues from a Department of Labour

· Provides cultural political and economic conditions reports for corporate dissemination.
· Organizing shipments as per vehicle availability.

· Negotiating and agreeing contracts

· Planning for and negotiating technical difficulties

· Preparing paperwork for regulatory bodies

· Liaising and managing staff.

· Maintaining Detail Record of. Material in Transit (Dispatch and Receivable)

· Vendor Payment analysis and reconciliation.

· Financial Reporting and variance analysis.

· Posting all cash receipts, discounts, allowances, price difference, returns and other charge backs to customer accounts timely and accurately.

· Maintain up-to-date billing system.

· Follow up, collection and allocation of payments

· Carry out billing, collection and reporting activities according to specific deadlines.

· Maintaining thorough, well organized accounts receivable customer files.

·  Reconciliation of accounts

· Monitoring customer account details for non-payments, delayed payments and other irregularities.

· Track and investigate deductions (charge backs) from customer payments.

· Process, transmit and run credit card transactions for customer sales and refunds.

· Investigate and resolve customer queries.

· Organizing a recovery system and initiate collection efforts.
Organization: Swain and Associates. (Chartered Accountants, Company Secretaries and Advocates)

Designation:  Executive-Financial Services and Company Incorporation.


Duration: 25th Jan 2006 to 31st Dec 2008.

Industry:  Legal Consultants. 

Location: Bhubaneswar (Odisha).

Responsibilities
· Managed more than 30 talent acquisitions/sourcing Partners (Vendors). 

· Online trading of stock & securities like shares, mutual funds, bonds etc.

· Monthly collection of dues

· Training & encouragement to prospective stock buyer

· Faciliting formalities relating to company incorporation.

· Faciliting formalities in getting PAN & TAN cards to prospective individuals

· Faciliting formalities in getting PAN & TAN cards to prospective individuals

· Communicating with customers via phone, email, mail or personally Ensured Daily Attendance Report of region.

· Ensured; Pre-joining formalities on Co-ordination of component negotiation, Issuing offer letter, Investigate and resolve customer queries.
Computer Proficiency:

ERP:  SAP (FICO), IBM Mainframes, BPCS (Business Planning and Control System)

Proficient in MS-Office functions

Educational Qualification

	Sl no
	Academic Qualification
	Year Of Passing
	University/council
	Place

	01
	Matric
	1999
	B.O.S.E
	Cuttack, Odisha 

	02
	Intermediate in arts
	2001
	C.H.S.E
	Bhubaneswar, Odisha

	03
	Bachelor in Commerce
	2005
	Utkal University
	Bhubaneswar, Odisha

	04
	MBA(Finance & Ops)
	2012
	NIMS
	New Delhi


Extra Curricular Achievements.

	Sl no
	Certification
	Year of Achievement
	Authority
	Place

	01
	Army Training
	2000
	11th Battalion of the Madras Regiment
	Jharkhand

	02
	NCC Certificate-B
	2001
	Ministry Of Defence

Govt of India
	Odisha

	03
	NCC Guard Of Honour
	2001
	1OR Batallion
	Cuttack, Odisha

	03
	Republic day Contingent
	2002
	Ministry Of Defence

Govt Of India
	New Delhi

	04
	NCC Certificate-C
	2003
	Ministry Of Defence

Govt of India
	Odisha

	05
	District Bravery Award
	2003
	State Govt of Odisha
	Odisha


Achievements:

· IRDA Certified Insurance Consultant.(LICENSE NO: 4275575 DATE: 4/6/2008)

· Institution of Occupational Safety and Health (IOSH Certified From UK DATE: 5/3/20015)

· First AID & Fire Fighting Course Level-1 from (Dubai Scout Mission Facility DATE: 30/8/2015)

Personal Information:    

Name: Afzal 

Date of Birth:    22nd July 1984.

Languages Known: Oriya, Hindi, Assamese, Bengali & English.

Country- India,
Marital Status:  Married.

Passport: (D.O.I): 19/09/2014

I hereby affirm that the information in this document is accurate and true to the best of my knowledge.                                                                                                           

Date:                                                                                                                                               Afzal 
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