Habib Chalak

Canada M: 972-781-9694 
E-mail habibchalak@hotmail.com
	Objective
	Seeking a challenging position as Project Coordinator position in a reputed firm to demonstrate my leadership skills including problem solving, planning, organizing and managing budgets.



	Skill
	· Great management and organization skills.

· Known as the “can do person with business comes first attitude”. 

· Skilled communicator and negotiation talent. 

· Knowledge of different type of SDLC (Water fall and agile model).

· ITIL Foundation experience. 
· Fast learner and ability to pick up on new applications and technology. 
· Working knowledge of Incident Management, Change Management and Problem Management within ITIL frame work. 

· Strong work ethic, highly motivated and eager to learn new technology. 

· Great ability to analyze and validate data. 

· Ability to work in a dynamic, fast pace and diverse environment.

	Education
	Pursuing Certification in Project Management-Will receive in Jun 2012. 

Member of Project Management Institute (PMI) and Lakeshore Chapter. 

Member of International Institute of Business Analysis and Toronto Chapter. 
2010                                 NECC  Technology                                        Toronto, ON

Business Analyst Certification
2008
                         Canadian Technology College                        Toronto, ON
Certification of Software Quality Assurance

1992-1996
            University of North Texas
                          Denton, Texas-USA

Bachelor of Communications
1994-199
             University of North Texas
                          Denton, Texas-USA

Deans Honor List

	Professional experience
	03/2011- Present                       Manulife Financial                      Kitchener, ON
Business Analyst 
· Researching, recommending and implementing workflow efficiencies to improve service quality and efficiency.  
· Conducting interviews with stakeholders (business and technical team) to identify and communicate risk issues and recommend solutions.
·  Eliciting comprehensive information to be used in problem identification and resolution. 
·  Assisted with development of user test plans and testing to validate system enhancements. 
· Developing new Procedure Documentation in support of new process, products and system enhancements.
· Served as the key liaison with the Information Systems, Business & Technology Services as well as the external vendors (IBM and Bell) to ensure that Business requirements are met and technical issues were resolved in timely manner.  
· Conducted meeting discussing proposed system enhancements and modifications with IS staff and Operations. . 
09/2007-02/2011
            Virgin Mobile Canada
                  Toronto, ON
 Business Analyst / Project Coordinator
· Elicited requirements by interviewing the stakeholders and end users and created BRD (Business Requirements Documents) using IBM Rational Requisite Pro.
· Documented group responsibilities for different projects using MS Office (such as Visio Power Point and MS Excel).
· Liaison between Business, developers and 3rd parties, Enabil and EnStream.
· Elicited and documented requirements for post paid billing system by interviewing stake holders and business. 

· Lead project and requirements analysis meetings.
· As project coordinator, worked with the project administrator and project mangers to achieve project goals and objectives. 

· Served as a point of contact from project initiation to project completion.

· Worked with the project team members, clients and vendors to coordinate activities, provisioning, environment setup, installation, and integration testing.

· Maintained and documented reports on a daily basis regarding the projects progress assigned to various departments and vendors. 
· Used HP Quality Center for tracking defects, generating reports and executing test cases.  

· Used IBM Rational Requisite Pro for managing and documenting stakeholder’s requirements. 

· Supported internal and external (vendors) development, and Quality Assurance (QA) teams in the development, deployment and testing of the Post-Paid credit and collections.
· Worked closely with the IT Operational organization, supporting the planning and development of the incident management process/protocols for Virgin’s newly formed Credit and Collections organization.
  11/2000-05/2007         AT&T Wireless 
                                   Richardson, Texas
   Business Analyst / Project Coordinator
· Elicited data and business requirements for Amdocs Enabler the next billing generation for voice, data, content and commerce services ( local and International Data Roaming for GPRS, SMS and MMS) It also supports all payment methods and customer types.
· Involved in writing of URS (User Requirement Specification) and FS (Functional Specification) documents

· Prepared flow charts, swim lanes, context diagrams.

· Worked directly with representatives from the business (Marketing and Sales) and IT groups to develop strategies and specifications to implement rate plans and reference table data on Enabler and Telegence using Product Catalog and other tools.

· Eliciting and documenting required data for Amdocs Telegence Billing System. 

· Worked with second party such as Amdocs on trouble shooting issues related to Telegence Billing system. 

· Prepared progress reports on a regular basis to show project progress

· Participated in the development of application migration / transition requirements as point of contact between different groups such as Finance, Operations and Customer Service.

· Over saw the QA testing for Enabler billing systems as it is implemented in the Legacy Billing System, Billing Systems Reference Tables and Enable Product Catalog. 

· Ensured project goals and objectives are accomplished within approved time frame, scope and budget as well as delivery of all approved, prioritized Application Change Requests according to specified business requirements. 

· Use case documents and diagrams.

· Created RACI Matrix documents.

· Conducting JAD (Joint Applications Design) meetings. 

· Utilized various tools such as Visio and IBM Perquisite Pro in eliciting business’ requirements.

· Completed initial analysis for various end users requests, documented and/or analyzed business requirements.

· Produced analysis and design documents and ensured Business Recovery Plans are in place.



	Software Applications

Others
	MS Office XP, 2003, 2007, MS Project 2003,2007, MS Visio, MS Office, MS Exchange 2003, 2007, MS Outlook, MS InfoPath, PeopleSoft CRM, Adobe Acrobat, Citrix, SharePoint, Lotus Notes, Toad 9.1, HP Open overview Service Desk, HP Mercury Quality Center, Aurora (Enabil Billing System), Photoshop, Flash Max 2004, UML, HEAT (CGI Ticketing System), Remedy, Clarify, Genie, Alcatel (Phoenix) prepaid platform, Bell’s (NCMS)Network Maintenance Tool, working knowledge of Active Directory and LDAP (Lightweight Directory Access Protocol). IBM Lotus Notes, IBM Lotus Sametimes Connect, Symantec Messaging Gateway, Balsamiq Studios. IBM Requisite Pro, IBM Rational Rose and Working knowledge of SAP Basis and Security.  FireEye, WebSense. 
Working knowledge of SQL, PL/SQL and UNIX. 

Available for traveling within Canada, US and Internationally. 
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