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Objective
To obtain a position within a reputable organization where I can contribute my 33 years extensive experience. It’s always been my aim to work where job is challenging, opportunities to prove my mettle are limitless and chances of growth are boundless…

Areas of Expertise

· Banking Operations
· Administration

· Human Resources

· Know your Customer (KYC)
· Back Office Expert (BOE)
· Team Building & Team Leading

· Complaint Handling & Resolution

· Oral & Written Communication
Professional Work Experience








                   
Oct 2009 - Present
Islamabad, Pakistan
I am responsible in dealing with High Profile customers, offer them short term and long term investments in different residential and commercial projects.

	Riyad Bank 
http://www.riyadbank.com/ 
Riyadh, Kingdom of Saudi Arabia (KSA)
 
	Mar 1982–Sept. 2003





Riyad Bank is one of the largest financial institutions in Saudi Arabia, with a strong and growing corporate and retail banking franchise. Yearly net Profit over 2 Billion.  Assets over 10 Billion.

Assistant Manager @ Riyad Bank Head Office, 03/1982 to 09/2003 (21 Years & 6 Months)


During my tenure I was responsible for Controlling and Ssupervising the following Departments: 


· Swift Department

· Credit Department

· VOSTRO Department

· Trade Finance Dept. (TFD)                                                                                               
· Remittance Dept.(RD)
· Investment Dept.
· Know your Customer  (KYC)      
· Foreign Exchange Dept.(FED)
DOMAIN OF RESPONSIBILITIES

· Control Back Office VOSTRO Dept. (Operation Division)

· Recommend Credit Facilities for VOSTRO Correspondents.

· Control Scale of Interest Matters

· Control Drafts Drawn at VOSTRO Dept.

· Control Hajj Drafts and Foreign Exchange Transactions.

· Control Opening / Settlement / Reimbursement of Documentary Credits, as per ICC Publications. 600
· Control /Approval of Interbank –Transactions
· Customer Care Tools  (KYC)
	Middle East Development Co. (MEDCO) http://www.medco1.com/ 
Jeddah, Kingdom of Saudi Arabia (KSA)
	     Year 1980 to 1982





MEDCO is a leading dealer of premium industrial and construction equipment in the Kingdom of Saudi Arabia. The company was founded in 1967 by Sk. Saleh and Ibrahim A. Alfadl and is a 100% Saudi Arabian owned business.

Administrative Manager, 1980 to 1982 (2 Years)

RESPONSIBILITIES

· Organized and supervised all the administrative and HR activities that facilitate the smooth running of the organization.

· Maintaining office services and efficiency. 

· Supervising office staff and maintaining office records.

· Organize office operations and procedures

· Administering payroll system and prepare employees time sheets and attendance.

· Dealing with a wide range of human resource issues and governmental formalities.

Kaymart Company Ltd. 





               Year 1978 to 1980
Jeddah, Kingdom of Saudi Arabia (KSA) 

Office Manager/Accountant, Year 1978 to 1980 (2 Years)
RESPONSIBILITIES
· Supervised all staff

· Organize office operations and procedures

· Handling details of highly confidential financial records of the company

· Report directly to the CEO daily.

· Liaising with members of the senior management team.

· Controlling office budget

· Coordinating and administering human resource issues

· Supervising the implementation of new office systems.

Skills 

· Dynamic personality and ability to work under pressure.

· Excellent communication skills.

· Responsibility and initiative.

· Analytical skills

· Team awareness. 
· Customer Care Awareness (KYC)
· Energy and speed with self-control.

· Enthusiasm and commitment.

· Maximum knowledge in banking.

Educational Background
	University of Karachi — Karachi, Pakistan

· Bachelor of Commerce (1st Division) 1973- 1977  
	 


Achievements & Awards
· Won Gold Medal - Best Correspondent Award by Riyad Bank Year 2003

· Received 2 letters of appreciation from Riyad Bank, (SVP) Operations for resolving operational problems promptly.

Hobbies & Interests 

World History, Reading Newspaper & Magazines, Researching, Traveling, Puzzles, Board Games  

Personal Details 

Marital Status: Married 

Date of Birth: Nov 15, 1956

Nationality: Pakistani
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