Assim Aejaz Khanday
(IT Specialist)
E-mail: nak441077@gmail.com	Contact Number: +91-9103072771	Skype Id: khanday.na114

[bookmark: _GoBack]An independent and enthusiastic graduate successful at applying Administration Management expertise to different practical issues. Capable of understanding administrative roles, technical information and devising forward-thinking effective solutions that help to achieve operational targets. Ability to multitask, work independently and within teams in fast-paced, high volume environments. Flexible work and shift schedule.

Skills

MS Office Applications Database: Microsoft Server - SQL
Operating Systems: Kali Linux, Windows 2000/2010.
Software Skills: Adobe Photoshop, HRM Systems, Internet of Things, Oracle Hyperion, Visual Studio Team Leadership
Adaptability
Written & Verbal Communication Skills Project Management
HR Coordination (Problem Solving, Decision Making, Plan Execution) Strong Analytical Skills

Work History


Dec-2020 
       To 
Apr-2021


Acting Operation Supervisor at Jaddarah Workforce Services
· Setting goals for performance and deadlines in ways that comply with [image: ] plans.
· Organizing workflow and ensuring that employees understand their duties or delegated tasks.
· Monitoring employee productivity and providing constructive feedback and coaching.
· Receive complaints and resolve   problems. 
· Maintain timekeeping and personnel records.
· Pass on information from upper management to employees and vice versa. Prepare and submit performance reports.
· Hire and train new employees.
· Ensure adherence to legal and company policies and procedures and undertake disciplinary actions if the need arises.


June-2019   
        To
June-2021


























Dec-2017
To April-2019

IT Specialist/Admin at Jaddarah Workforce Services Co.
· Managed daily operations of the IT Department.
· Coordinated with the teams of various departments, remote Employees, Vendors and Contractors.
· Management of Organizational Database – Oracle BI & Visual-Soft.
· System & Network Troubleshooting & Configuration.
· Requirement Analysis.
· Procurement & Documentation Management.
· Prepared Estimates require by Management for purposes of Planning, Organizing Scheduling work.
· Provided Training to New Employees as well attended for upcoming upgrades.
· Oversee hiring process, which includes coordinating job posts, reviewing resumes, and performing reference checks.
· Handled all Activities require for the Client.
· Allocation of Manpower in different locations.
· Reconciling Payroll of Project Employees as well as staff.
· Coordinated with Consultants taking updates of manpower supply.
· Reported to HR/Operations Manager and providing update on daily Workforce transactions.
· Maintained Manpower list, updating it based on Arrival and Departure of workforce.
· Generated workforce requirements, sending quotations to Clients.
· Prepared Employees Salary Certificate and Employment letter as well registered them to Saudi Engineering Council as per requirements.
· Provided leadership to team members and the Organization in support of achieving the goals and objectives of the operations and achievement of operating company per service level agreements.
· Performed tasks in accordance with defined standard operating procedures.





Worked as Operation Supervisor at Peregrine Guarding Pvt. Ltd
· Exhibiting strong skills to analyze and solve problems; support Process Excellence (PE) projects.
· Analyzing and assigning projects, working with internal and external business partners.
· Driving continuous improvements in and outside area of responsibility.
· Demonstrating exceptional proficiency in each of the Organizational Leadership. Profiles at an individual level and strong proficiency at a leadership level.
· Operating experience in the Workforce/Security & Software industry.
· Develop Employee skills, evaluate performance and provide feedback as required.
· Technical Expertise of HRM.

Education
Bachelor of Technology: Computer Science Engineering and Technology

School of Engineering & Technology - Rajouri, Jammu And Kashmir [2012 – 2016]






Interests

Project Work:
Online Police & Crime Reporting Web Portal. Online Shopping Web Portal.
Online Car Rental System.

Photography, Poetry, Travelling, Cooking, Reading, Cricket

Certifications
Oracle Database Certification
Web Development (ASP.NET MVC) Microsoft SharePoint
Data Science	R Programming SEO	Search Engine Optimization Microsoft Azure Fundamentals Amazon	AWS Certification Ethical Hacking		Basics
Strengths
Ability to work in team or groups as well as alone. Unmatchable Communication Skills in Written & Verbal. Ability to grasp the new Skills quickly.
Excellent knowledge and proven Experience of Operation Management.


Personal Profile
Address: Wandevalgam, Anantnag, Jammu And Kashmir, 192202
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