             Mohammed.109217@2freemail.com 
                                                             

Sub: Application for cashier post.

Dear Sir/Madam,

 

Apropos the mentioned subject I take unilateral privilege of submitting this application with a view to explore the possibility of an employment in your esteemed organization. I have over 13 years of experience in Forex and Sales in UAE & India. I am pleased to submit hereto my brief CV.

 

If offered a chance to work in your organization, I assure that I would do my job to the fullest satisfaction of the company and my superiors.

 

I am available for an interview at a mutually convenient time. Waiting to hear from you at the earliest.

 
Yours faithfully,

Mohammed 
Mohammed 

	Objective
	To work in an Organization where I can utilize my skills and serve in a meaningful way towards the growth of the organization and oneself.

	Education
	· Graduate in Commerce (B.Com.),1993-1995 
       Osmania University Hyderabad, A.P., India 

· Diploma in Computer Hardware Engineering 

Maws Information Technologies Feb 1996-feb 1997

	Summary Of Computer Knowledge 
	Operating Environment

Ms-Dos, Windows 95 & 98,Me, Windows 2000,XP, Windows Server 2003
Packages

MS-OFFICE 97, 2000, XP,2003
Internet & E – Mail
Installation, Configuration and   Administration of the E Mail Server, Web Browsing
Hardware

Assembling of complete PC, Repairing, and maintenance of PCs, all types of printers
 

	Work Experience 


	1. Al Rostamani Int’l Exchange (formerly known as Thomas Cook Al Rostamani Exch.Co.)

DESIGNATION: Cashier Forex (Commercial & Retail)
DURATION: 25 NOV 2007 - till date
JOB RESPONSIBILITIES: 

Commercial Services:
· Buying and selling of all major currencies, according to AML  procedures and UAE Central Bank regulations
· Telex transfers i.e. bank to bank and direct to bank

· Performing deals concerning high value transactions accurately.

· Co-ordinate with departments such as FTD, Finance, Dealing Room and Internal/External Auditors to ensure to ensure service level effectiveness and eliminating or  minimization of business risks.

· Monitoring and updating credit facilities provided to corporate and commercial customers.

· Ensure accurate and timely processing of basic transactions for foreign exchange customer and balance daily work in accordance the established policies and procedures.

Retail Services

· Encashment and issuance of Travelers Cheques according to AML procedures and UAE Central Bank regulations.
· Issuance of Demand Drafts, payments and Multi currency fund Transfers.    

· Process  instant money transfer worldwide for both send and receive transactions such as Travelex TMT, Money gram , Express Money transfer, Cash passport Card etc

· Processing cash advance transactions through credit cards.
· Selling, processing, and reloading of cash passport.
Customer Services:
· Effective performance of day to day cash related functions in conformance with the company policy, Anti-Money Laundering procedures and UAE Central Bank directives.

· Continuously developing and building excellent rapport with key people of corporate houses that result in business increase and customer relations.

· Build customer loyalty through courtesy and friendliness.

· Perform basic transactions in a professional manner to build customer confidence and trust.

· Resolve basic service issues or refer to appropriate associate to guarantee customer satisfaction and retention.

· Promote consumer service and products, via customer education and cross sell referrals. Follow fraud prevention and security procedures.

· Capability to do complex transactions independently and assisting juniors in sensitive customer relations. Explain policies and procedures to customers.
· Answers questions and solves problems for customers by listening to problems, collecting data, securing answers, and reporting results to the inquiring party

2. TURABI TRAVELS & FOREX PVT LIMITED, A.P. INDIA.

TURABI TRAVELS & FOREX PVT LTD At Hyderabad, AP, India From July 2004 Working as branch in charge in western union money transfer and foreign exchanges.
Company profile

We deal in all foreign currency air travels international & domestic ticketing pilgrim visas. The incoming transfer of money is with WESTERN UNION MONEY TRANSFER, out going transfer of money is with the CHASE BANK USA.
DESIGNATION: BRANCH Incharge
DURATION: March 2006 – June 2007
JOB RESPONSIBILITIES: 
· Full responsibility of Rs.50 lacs Forex services branch including the supervision of outside sales and inside support staffs, and the selection and training of new Sales Representatives. 
· Within 6 months, established 10 new corporate clients resulting in approx Rs.25 lacs in new revenue to the company.
DESIGNATION: Assistant Accountant/Cashier
DURATION: July 2005-Feb 2006
JOB RESPONSIBILITIES: 
· Handled all corporate financial transactions. Drafted quarterly and annual financial statements.

· Reconcile various expenditure reports to source documents.

· Review documents and invoices for accuracy.

· Prepared routine entries and posted financial transactions.

· Reconciled entries and internal ledgers to financial system reports.

· Assisted in preparation of financial statements.
DESIGNATION: Junior Accountant/Cashier
DURATION: July 2004- June 2005
JOB RESPONSIBILITES:
· Cash handling; detail oriented; good customer service skills; enjoy working with public; excellent communication & data entry skills.

· Responsible for all basic accounting functions. Coordinated distribution of invoices and classified transactions.
3. LIMRA SYSTEMS,ANDHRA PRADESH, INDIA.

Company Profile:
Limra Systems is one of the leading Market holders for Computer / Mobile Sales and Repairs located at Malakpet, Hyderabad.

Worked as Senior Sales Representative at LIMRA SYSTEMS, Hyderabad from April-1998- June-2004.

DESIGNATION: Senior Sales Representative
DURATION: May 2001-June 2004

JOB RESPONSIBILITES:
· Supervise all operations of 5 stores in twin cities 

· Regional warehouse accountability; supervise all inventories 

· Hire, train, supervise and develop sales staff 

· Handle sales planning, administer loss prevention program Coordinate extensive marketing
DESIGNATION : Sales Representative
DURATION: April 1998-May 2001

JOB RESPONSIBILITIES:
· Sell computer hardware and peripherals to corporate accounts and dealer channels. 

· Acquisition new accounts; maintain and reactivate existing accounts. Coordinate cold calling; process orders and sell service accounts. 

· Devise solutions for customer microcomputer needs and after-sales support. 

· Sell LG, Hewlett Packard, IBM, and compatible desktops 
4. Archie’s Gifts and Novelties:
DESIGNATION: Partner
DURATION: November 1995-March 1998
JOB RESPONSIBILITIES:

· Purchase of novelties and gift products for the outlet.

· Cash management of the shop



	Languages Known
	English       (Speak, Read & Write)

Arabic         (Read & write)
Urdu            (Speak, Read & Write)

HINDI           (Speak)


	
	

	Interests and Activities
	Traveling, Reading, Internet surfing, Cricket.

	Strengths
	Quick Learner, Proactive, Business and Customer Oriented.

	Certificates and References
	Certificates and References would be furnished upon request.


IV

