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Raja Amir Mehboob

Address: House # 500 St 17, Sector 3 Airport Housing Society, Rawalpindi, Pakistan
CORE COMPETENCIES:
· Self Motivated

· Strong track record in Sales, Operations, Business development and support functions
· Effective communicator with special emphasis on active listening, presentation, oral and writing skills

· Work well under pressure and possess strong people management skills
PROFESSIONAL EXPERIENCE 
Infospan Pvt Ltd, Islamabad    






(January 2000 – to date)
Manager Operations & Business Development
October 2008 – to date

Working as Manager Operations I report directly to the CEO and the Deputy CEO of the company.
                 Responsibilities:                
· Managing end to end business development and new business integration into operations.
· Working with the CFO to administrate the profit and loss of the company.
· Advise CFO and President on best standard operational procedures required to monitor growth and stability of the center, its employees and the operations.
· Reviewing and analyzing performance reports against targets on a weekly/monthly basis with the Deputy CEO and the clients plus investigating causes for performance deviations.
· Ensuring that goals and service targets on various programs are met as agreed upon with the client.
· Handling various projects including mortgage lead generation, telecom long distance sales, collections, lead generation, consultancy related etc.
· Ensuring that the staffing model, resource planning and budgetary allocations that were designed to achieve respective client goals are implemented.
· Strategize and implement plans based on performance of the process, business targets, process management, training requirements and operations planning.
· Managing the salary structure, bonus and salary increase process for all operations with the Assistant Managers and the CFO.
· Handling of various other support functions including MIS, Database, and Lead Management.
· Accountable for attrition, quality, performance and revenue growth of the center.
· Projecting the Company revenue and expenses by quarter for the forth coming year.
· Involved in hiring of employees (CSR’s, team leads, collectors, QA Associates, Trainers)
· As Manager Operations I manage 07 different campaigns which combined have a workforce of more than a 180 individuals.
· Business development recruiting for new clients, marketing research and implementing various Business Development Strategies
· Coordination with the HR Department for making and implementing company policies and procedures

· Participate in internal and client review calls and handle all sorts of escalations related to campaigns
· Development and grooming of all lower management levels, conducting Management training sessions for Assistant Managers and Team leads
· Creating the performance appraisal process and training of all management levels on it
Achievements:

· I played a key role in managing operations and in building up a program of one of the top Canadian Telco companies “PRIMUS”, from 20 seats to 156 seats generating more than 250 live sales per day. This included a revenue jump from $ 15,600/month to $ 120,000/month.
· I have created Infospan’s Collection Department starting from 10 seats to 50 seats taking the collections from $50,000 to $400,000 per month. 
· Initiated a Telecom Tele-Sales program with 10 seats and within 03 months grew the program to 50 seats which accounted for more than 15 % of the company’s revenue.
· Effectively reduced the expenses of the company by more than $ 40,000 within 60 days.
· Developed and implemented a new performance appraisal process this included training of all management.
· Awarded for Best Performance Award for consecutive three months.
· Carried out various Business Development meetings with clients across North America, Japan, Australia, etc.

· Matured business deals with clients such as ADT, AT&T, Startec Canada, Bell Canada, YAK Communications, and Superior Energy etc.

· Matured business with conquest Financials a major POS terminal provider in North America.

· Signed a deal with PCCARE UK.A major software and hardware support business in United Kingdom. 

Infospan Pvt Ltd, Islamabad

Assistant Manager Operations/Collections
October 2007 – September 2008
Working as Asst. Manager Operations I reported to Manager Operations & Director Operations
                 Responsibilities:                
· Handling of various other support functions including MIS, List Management etc.
· Setting up of extensive operational reports from the velocity dialer.
· Defining of all processes for MIS reporting.
· Handling various mortgage lead generation projects.
· Managing all client communication, participate in internal and client review calls and handle DNC and Quality escalations.
· To give out off site presentations and submit proposals.
· Establish innovative systems and procedures for handling data & reports and continuously improvise on them.
· Work closely with HR to ensure high employee morale and retention initiatives.
· Responsible for 04 teams comprising of almost 120 agents.

· Collection Reconciliation 

· Client Interaction
Achievements:

· Achieved designated targets (4,500 sales) continuously for a period of 04 months.
· Made a key report to identify retention issues.
· Successfully accomplished the goals in my tenure as AMO.
· $600,000 collections in a month 
Infospan Pvt Ltd







Floor supervisor

May 2006 – October 2007
                 Responsibilities:                
· Handling of 02 different telecom tele sales programs.
· Dealing with the client and fulfillment of their requirements.
· Maintaining high quality on the project.
· Training and Coaching of the Team Leads as well as CSR’s.
· Coordination with the Operations Manager for smooth functioning of the project(s).
· Hiring of new employees.
· Undertake added responsibilities and special assignments.
· Delegation of different assignments to Team Leads.
· Managing all client communication, participate in internal and client review calls and handle escalations

Achievements:

· Started and ramped up a program “HBC – Hudson’s Bay Company” from 10 seats to 40 seats within a span of 6 months, generating $ 35,000 / month.
· Increase sales from 2 SPD to 3.5 SPD per agent on “HBC”.
· Given several top performance awards.
· Recognized for handling the largest group of people (60) in the company

· Top performance award amongst all international vendors on “HBC”.
Touchstone Communications, Islamabad    







Team Leader
March 2005 – February 2006
                 Responsibilities:                
· Assigned a team of 22 individuals for a campaign “Pope Mortgage”
· Maintaining an average quality score of above 80% for the entire team.
· Coordination with the Operations Manager for smooth functioning of the project(s).
Achievements:

· Increase sales from 2.35 SPD to 4.12 SPD per agent on “Pope Mortgage”.
· Given several top performance awards.
· Consistently achieved targets for consecutive 03 months before I resigned.

Preller and Preller Law Firm 
Investigator

January 2000-July 2003

      Responsibilities  

· Obtaining Personal Background Information of Individuals

· Creating Due Diligence reports of organizations

· Present the reports in District courts of Maryland .
Education 
Bachelors (Bossiness Management) Catonsbury University - 1999
F.S.c (Intermediate) – Lawrence College Murree – Majors: Mathematics, Statistics, Economics - 1995
Matriculation – Lawrence College Murree – Majors: Computer Sciences, Physics, Mathematics, Biology – 1993
References – Available on request  






