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Pakistan National
Single

16 Aug 1985

Employment Visa

Saby-405591@2freemail.com 

 
Skills
 
Ø Excellent Communication Skill.
Ø Good in investment strategies.
Ø Excellent skills in creating clients relations.
Ø Professionalism and work ethic.
Ø Positive attitude and work energy
Ø Guts of Leadership, hardworking, assertive excellent presenter, management and administrative skills.
Ø Hard working, self-motivated and responsible.
Ø Capability to work under pressure and making a significant contribution to the efficiency of the organizations.
 

	Saby
 
 
Professional summary
I am always striving to bring 100% to the work that I do, and prior to my goal is to build strong, long-term mutually beneficial relationships with partners. As a person, I hates mediocrity and welcomes the courage to venture into the realms of impossibilities. I am dynamic individual with a remarkable experience of developing business globally. I want to pursue a career in a reputable organization that provides opportunities for professional development and growth. I want to get trained utilizing my knowledge and effort. I also want to obtain a position that will enable me to use my strong organizational skills, educational background, experience and ability to work well with people.
 
 
Work history
Business Analyst 
10/2022 - Current 
Govt. Investments Council -  UAE 

. Mapped current business and operational processes and offered recommendations for improvement.

. Identified workflow bottlenecks and implemented new and improved processes and policies.

. Developed and executed marketing programs to increase company exposure, customer traffic and sales.

. Diminished process gaps, supervising claims analysts and clerks for optimal productivity.

. Reported and consolidated company financial performance.

Created standard quarterly marketing collateral to meet all deadlines.
Business Development Manager (PART TIME)
01/2021 - Current 
Business Set Up Marketing Management - Dubai, UAE 
Conducted regular meetings with team leaders to productivity
Managed day-to-day operations of company
Increased overall client database by 25% in a year
Maintained all legal and local regulations and requirements for the company 
· Budget development and implementation and management of Administration Division, Support Services Department and Employment Services Department. Strategic Planning Management Team member in conjunction with the Board of Directors. Development of business plans and operational plans annually tied to the association strategic plan and the annual budget.
· Directs the Human Resource/Personnel function of the association including employee policy handbook, performance appraisal, grievance procedures, discipline, policy and procedure development and implementation of same, benefits administration, payroll, position posting, screening and interviewing all candidates, temporary staffing requirements, etc. Oversees contracts and grants management: develops and implements a contracts and grants management system, with the support of third party consultants.​​
· Liaison to the Board of Directors including attendance at all Board meetings, taking the official minutes of the Board meetings, agenda development, Board motion log and manual, etc. Liaison to all Board Administrative committees, including Nominating, Awards, Human Resources, and Executive. Liaison to the Employment Services committee through the Employment Services.
Business Development Manager 
01/2019 - 01/2021 
World Investments - Dubai, UAE 
· Budget development and implementation and management of Administration Division, Support Services Department and Employment Services Department. Strategic Planning Management Team member in conjunction with the Board of Directors. Development of business plans and operational plans annually tied to the association strategic plan and the annual budget.
· Directs the Human Resource/Personnel function of the association including employee policy handbook, performance appraisal, grievance procedures, discipline, policy and procedure development and implementation of same, benefits administration, payroll, position posting, screening and interviewing all candidates, temporary staffing requirements, etc. Oversees contracts and grants management: develops and implements a contracts and grants management system, with the support of third party consultants.​​
· Liaison to the Board of Directors including attendance at all Board meetings, taking the official minutes of the Board meetings, agenda development, Board motion log and manual, etc. Liaison to all Board Administrative committees, including Nominating, Awards, Human Resources, and Executive. Liaison to the Employment Services committee through the Employment Services.
Project & Event Manager 
01/2018 - 01/2019 
Business Hub - Dubai, UAE 
· Project Management responsibilities include time and resource management, financial planning, scope management, issue and risk management, project execution
· Responsible for data quality within the program, and for working with the various sectors management leads to improve the quality of data
· Provide mentoring and guidance to other developers
· Identification and management of any risk or issues which may be noted during the project's life span.
· Assist with UAT planning; write and review test scripts, manage UAT testers; manage the defect resolution process and participate in testing at times
· Assist business users in the coordination, development and performance of in-depth tests for User Acceptance Testing and other post-implementation support
· Overseeing the performance, health, and budget for projects they manage
· Develop, implement, and oversee process improvements relevant to related areas
· Successfully manage and completed project under the Patronage of His Highness Sheikh Muhammad Bin Faisal Al Qassimmi.
Business Operations Administrator 
08/2016 - 01/2018 
 Facility Management- Abu Dhabi, UAE 
Ø Communicate with the client via project manager and explain them complete maintenance and management of AL-BAHR Towers.
Ø Always look forward to satisfy clients.
Ø Prepare Method of Statement for AL-BAHR Towers.
Ø Prepare daily report for maintenance and management and send to client on daily basis.
Ø Prepare Weekly Report and Monthly Report also and all those documents which client asked for.
Ø Communicate directly with sub-contractors and prepare invoices and agreements as assigned by Manager.
Ø Ensuring that all design documentation is accurate, up to date and accurately distributed to relevant parties.
Ø Checking dispatch documents are accurate.
Ø Responsible for maintaining hard copy information.
Ø Scanning in all relevant new documents.
Ø Maintaining a tracking facility to enable documents to be updated easily.
Ø Ensuring all documents are as up to date as possible with in electronic filing system.
Insurance Advisor 
11/2011 - 06/2013 
Swidish Insurer - Varnamo, Sweden 
Ø Communicating with clients and explain them the merits of insurance policies.
Ø Following up the clients who inquired about the insurance policies.
Ø Following up the old clients and renew or suggest them the new policies according to their requirements and budget.
Ø Provide solution to the client in case of any risk situation and offer them appropriate risk management.
Ø Meeting the company goals and assisting the team.
Ø Always look forward to satisfy my clients through my services to get more business for my organization.
Ø Perform other assigned assignments by Managers and department manager.
 
 
Education
 
Bachelor of Science : Software Engineering
Riphah International University - Pakistan 
 
Master of Science : IT Management & Innovation
Jonkoping International Business School - Sweden 
 
 
Certifications
Ø Certificates on successful completion of Oracle 10g courses.
Ø Graphic Designing and web development certificates.
Ø Distinct Shields and certificates from university for performing in extracurricular activities.
REFERENCE

Mr. Anup P Bhatia, HR Consultant
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