



   CURRICULUM VITAE

Tehzeeb Ahmed,

Plot no 12, Journalist Colony,

Road no 3, Banjara Hills,

Hyderabad 50034,

(Andhra Pradesh) India.

OBJECTIVE:

To be an assertive manager with outstanding interpersonal, communications, negotiations and people management skills and a management position to which acquired expertise, creative talents and commitment to excellence will have valuable application. 
QUALIFICATION:

 Masters in Business Administration:

 Major in Finance and seconds with Human Resources- Pune University

 Bachelors in Commerce:

 Osmania Universiy

Qualification Highlights:
Innovative professional with 9+ years of progressive management with demonstrated initiative, creativity and success.

Expertise in Human Relation, customer service, and staff training, supervision and mentoring. Quick study with an ability to rapidly achieve organizational integration, easily assimilate job requirements and aggressively employ new methodologies. Energetic and self-motivated team player/builder. At ease in high stress, fast-paced environments with emerging and multiple responsibilities. 
Excellent leadership, management, oral/written communication, interpersonal,       intuitive, and analysis skills. Thrive in both independent and collaborative work environments. 

Additional Qualifications: 

Post Graduation Diploma in Computer Application.
Additional Services: 

Data Entry, Document Preparation, Database Management, Contact Management, Business Plan Preparation, Proofreading, Editing, Creative Writing, Business Writing, Brochures, Manual and Newsletter editing and proofreading, Customer E-mail Processing, Follow Up Calls, Research 
Member to The Association Of Freelance Writers.

With IQ Intelligent on - Train the Trainer program.

PROFESSIONAL EXPERIENCE:

Presently working with Apps Associates Private Limited as:

Human Resources Manager 

Profile:

As the Human Resources Manager working on a diversified responsibilities like forming HR Policies, Strategies, Employee Appraisal, Capability Development and Succession Plan, Change Management. As the representative of the management to the employees, have the key responsibilities of percolating management’s vision down the rank and file of the company, develop and/ or refine the corporate culture and structure best suited to this vision, develop and implement fair environment and provide the management with constant feedback on employees and their issues. Handling a team of HR professionals and the responsibility for their training and development and ensuring their actions are in tune with the corporate agenda. Window of the HR Department to the Operations Floor; ensured a quick redressal of queries, grievances and escalations; was responsible for implementation of corporate specific policies and systems.

Summary:

· As the Human Resources Manager have integrated the activities of various HR Policies across the organization to ensure seamless delivery of HR support services.

· Developed, implemented and administered company programs.

· Analyzing of business challenges and HR programs to identify improvement opportunities; have promoted the HR Services through appropriate communication of key achievements and successes. Developed a culture of feedback which enabled ongoing improvement of the HR Service and ensured a consistently high quality of services delivery to share.

· Providing consulting and business partnering to managers in achieving company objectives.

· Responsible for coordinating several human resources functions such as recruitment, employee relations, compensation, training, facilitation, records, benefits and employee services.

· Lead career planning and personal development initiatives including succession planning and mentoring with all the team members.

· Participate with other managers to establish strategic plans and objectives.

· Employee Performance; Review company’s performance appraisal system, implement necessary changes, execute appraisal cycles, identify areas of empowerment, set goals for employees, interact with/counsel employees on work, organizational and personal issues, address motivational issues; develop motivation programs.

· Employee Administration

· Statutory Compliances

· Based on the organizational goals fixed KRA’s for the next level officers/ managers in HR.

· To assess employee satisfaction through a survey and takes appropriate actions for improving the employee satisfaction. Ensured employees, Team Leads and Managers are aware of HR Policies and Procedures.

· Have been an interface between the corporate HR teams, Top management and Operations teams. Regularly liaised with corporate HR teams ( HR Operations, HR MIS and HR Development) and other support functions like Finance and Administration

Worked for Hosting Network India Pvt Ltd as:

Unit Head and Human Resources Manager; total work experience with the company is 4 years started with the inception of the company. 

Summary:

· As a Unit head the core competence area I was handling includes Strategic Planning/ Budget Planning/ Incentive Structure/ Safety and Compliance/ Team Leadership and Mentoring. 

· Has successfully handled the Unit to reach the mark profit. Started with the Organization from the base. Handled all the departments from Operations to Utility 

· Developed business proposals for the company and ensured compliance and consistency of company policies, procedures and best practices 

· Reviewed and handled performance management issues with managers and associates 

· Put together and execute marketing and promotion plans for projects including any needed paperwork (market research, copyright, trade mark filling, incorporated papers, and logos). And handle and put together all media and press releases 
(including Electronic Press Kit and any needed research).

As the Human Resources Manager:

· I managed all human resources activities for staff working in different departments for technical support unit. I monitored personnel hiring and termination and ensure accuracy of data input and system access for associates.

· Have responsible for inducting new employees joining the process at Senior Management level.

· Have successfully contributes in cutting down the attrition rate, by improvising quality in recruitment standards and supervising the team

·  Established and maintained solid working relationships with hiring managers communicate with executives and line management to gather and convey relevant information to associates and mediator between employees and supervisors on a daily basis. Ensure overall employee satisfaction by providing a comfortable but confidential HR relationship

· Within first year of employment successfully completed the revision of position descriptions, compensation structure and performance management system
· Managed the internal temporary staffing pool.
· Developed and implemented a successful organization-wide training plan. Handlings of all type of training conducted by the departments like assessment scores given by agent on regular intervals.

· Increased staff utilization via effective deployment practices

· Salary Specialist that includes merit increase, salary adjustment and changes, transfers, leave of absence and manage payrolls for all office throughout several terminals. Process workmen’s compensation and short term claims while meeting the needs of the employer (also the workman’s compensation agents and the medical facilities) to expedite employees prompt return from work related injuries. 

· Managed the new employee orientation

· Conducted meetings with employees on a regular basis pertaining to company’s growth plan-develop new strategies with respect to resources and retention of employees.

· Key Matrix- managing attrition projects v/s actual, driving key initiatives effectively and on time on the floor performance plan and reviews.
Worked for 2 years with Zap Infotech - training of embedded systems

Center Manager- Operational responsibilities for an assigned territory.

Profile:

Responsibilities include planning, managing sales, services, and administrative team, maintaining all branch regulations, training and support staff management. Staff management includes selecting qualified individuals, providing training, motivating staff, providing feedback and appraisals on a regular basis, distributing work and assigning responsibilities. Training includes all facets of good training pertaining to quality assurance, services, technical inquiries and satisfaction. 

Summary:

· Worked with company president and sales team to develop an incentive program based on number of referrals.

· Hired a team of motivated trainers and provided induction and motivational meetings. The branch consistently won the top branch award.

· Launched a new product and cultivated key relationships to build division. Appointed a team of executives to merge the other branches for the marketing of a new product and collectively work for the product, this concept really helped in gaining the target level in a very short period.

· Planning and Scheduling of the introductory courses and then moving on to the scheduling and continuation of the same. Monitoring the process from the 1st phase and continuation till it has been successfully completed. Maintaining a good rapport between the trainee and the trainer for the successful completion of the courses and hence forth helped in achieving the top branch.  

· Reporting and Analysis: Developed, Improved, and updated routine and ad hoc reports for performance analysis.

· Budgeting: Projected and presented production and related expenses for bi-annual budget process.

· Reporting and Analysis: Developed, Improved, and updated production reports
Worked as a HR- Executive; Man Power Consultancy

Was into recruitment division, understanding requirements received from clients for positions across technologies. Sourcing candidate’s profile by way of search/ head hunting/ candidate’s referrals/ sourcing from business partners/ private database/ job portals

Screening and short listing of candidates matching job specifications, organizing interviews, coordinating and following up candidates and clients closing positions, following up with clients and candidates and ensuring the candidates join the client organization.

PERSONAL INFORMANTION:

Name 


: 
Tehzeeb Ahmed

Address
:          Plot no 12, Journalist Colony 

           Road no 3 Banjara Hills Hyderabad 500034    

Nationality


:
Indian

