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CV NO:1808130
Proficiency Forte:

· Employee Relations & Welfare

Strategy Planning

            Crisis Management

· Due Diligence & Compliances

Organizational Development

· Client Relationship          Employee Engagement
· Training & Development

 Policy foundation

· Learning & Development

 Industrial Relation




Managerial 

Consistent track record of successfully employing best business practices that improve efficiency, reduce operation costs whilst increasing productivity, all to tight time scales and within budget. Making sure that operations run smoothly and according to company policy. Demonstrated success in product launches and end-to-end execution of marketing successor the business. Proven ability to grow a business. Business Development.

Able to work closely with the management in training packages for key staff. 
Competencies and skills

Administration management, Secretarial duties, Distribution product launching, project management, quality assurance,Client relationship and Customer service.
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Perosnal Forte

Name   : ASHFAQ AHMED

Mother’s Name        : (late) Zahara Bi

Date of Birth                : 23rd December 1974

Nationality                 : Indian

Religion                     : Islam

Marital Status            : Married

Languages Known : English, Arabic, Hindi Kannada and Urdu.

Educational Qualifications    : Bachelor of commerce. 

Professional Experience.

July 2015 --July 2016
United Creation L.L.C.  Jordan   Garment Industry.
A Reputed Garment Factory with a staff of 400 and 2000 skilled workers 
Administration Manager

· Maintaining factory administration jobs which include the purchasing, compliance issues.
· Local purchase responsibilities as per the requirement of various departments of the Factory.
· Sourcing of Sewing Machine spare parts, Machines from international vendors.
· Vendor Management – Vendor Development, negotiations and management, Finalization of service level agreement. Vendor Invoice processing and analysis.

· AMC – Monitoring and renewal of contracts for office equipment like Air conditioners, Firefighting Equipment etc.
· Responsible for Store maintenance Issuance of materials as per the factory requirement.

· Heading a team of 70 skilled and unskilled labors, cooks, Housekeeping staff and staff of the store.

· Keeping track of the problems in the production floors and getting the task completed on time in a tight schedule.
· Handling the Factory kitchen, coordination on the quality of food to the workers and staff and also with the vendors on a regular basis.

· Handling the Maintenance, safety and compliance problems of workers and staff hostels.

· Handling the HSE and compliance issues of the Factory.

· Handling the housekeeping staffing with a daily check of the duties to be performed.
Feb 2011 – Sep 2014. 

Hamza Enterprises Bangalore India.

Administration Manager.

· Consistent track record of successfully employing best business practices that improve efficiency, reduce operating costs whilst increasing productivity, all to tight time scales and within budget.

· Making sure that operation run smoothly and according to company policy.

· Demonstrated success in product launches and end to end execution of marketing strategies.

· Effective leadership skills

· Planning directing and co-coordinating various aspects of the business.

· Proven ability to grow a business.

· Business development

· Able to work closely with the sales team to develop sales tools and training packages for key staff.

· Developing and managing customer care programs for improved sales success

· Developing content for product and company collateral.

· Ability to chase up new business opportunities.

· Increasing brand awareness and bringing in new clients.

· Maintaining relationship with clients.

· Excellent lead generation and development skills. Marketing of Residential sites
· Land Acquisition , Lease / rental / sale /Purchase

· Client Representation , Documentation

· Agreement Execution, NRI Services
Aegis BPO service Limited:  Sr. Executive Operation. June -2008 – March 2010

Responsibilities.

· Handling Customer complaints escalated by customers

· Meeting sales targets

· Achieving the required parameters like AHT, Upselling

· Also handled a team for three months

· Giving weekly feedbacks after calibration to the team.

Edu talent career plusPvt Ltd.  January 2007- May 2008. Business Development Manager.

· Handling a team of 20 members on production in three location responsible for the performance and productivity providing process & quality related updates to the team members.

· Conducting feedback sessions to further improve performance.

· Handling quality performance & production responsible for publishing weekly & monthly reports.

· Keeping track of sales.

Customer Operational Services Aviva 24/7. June 2004 to Oct 2006.
· Attending to queries related to customer complaints.

· Responsible to obtain sales targets as per requirement.

· Responsible for maximum productivity of the department.

· Assisting Team Manager with Department level reports performance and productivity.

Rewards and Recognition.

· Awarded as the outstanding performer for the last quarter of 2005.
· Awarded as the best employee of the year 2006.
Saudi Est. For Refrigeration and Maintenance (Riyadh K.S.A)
August 1995-july 2003 Administrative and Business Development Manager. 

· Receiving calls and Queries on various subjects of the office 
· Record and compile minutes of meeting.

· Respond to and help in resolving various Enquires.

· Schedule and organize meeting conferences and appointments.

· Research particular issues and report findings.

· Evaluate record and distribute mails, faxes and other correspondences.

· Track development of continuing internal projects.

· Build relationships and communicate with various departments to get information and join forces on projects.

· Making use of variety of computer programs to track data.

· Organizing vacations for the employees.

· Managed a turnkey Government school construction project in Wadi-Al-Dawasir( K.S.A).

