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OBJECTIVE:

· An experienced and qualified professional seeking a suitable position in IT Administration Operations and Marketing sector where my expertise and rich experience can positively impact organizations productivity and growth. Obtain challenging project undertakings, career growth and opportunities for value addition through continuous learning and professional development. 
Core Competencies and skills                   
· IT management / operation and administration/ Business development/ Customer service / Retail sales
· Administrative and management skills/ Good negotiation and decision making skills / Good communication skills  
· Organizational and time management skills/ Cost management/ complaint handling.
Work experience
Organization:- Emarat                                                                                Mar 2012 – Present         
Designation:- Sales executive, Dubai                                    
Company: -    Takaful Emarat insurance PSC, Takaful Emarat was founded with a paid-up capital of AED 150 million, joining hands of UNIQA Austria and   BUHAIRA insurance company. 
   Job responsibilities: - Sales and post sales services.
· Sales of Takaful product (saving, investment, health and life products) and post sales services.

· Promotion and presentation of takaful products and services in new market through different campaigns.

· Providing consultations to new clients regarding fund management and risk reduction.
BURJ BANK LTD (Formerly Dawood Islamic Bank Ltd) (Head Office) Aug 2010 Nov 2011
· Worked as a Mail Management Unit as a “Manager MMU “I am a founder Of Mail Management Unit Burj Bank Ltd.  Looking all type of Customer corresponding through Courier and all Complaint related to mail through Courier. I am looking a mail Management Department Country wide also done the Centralization of all Burj Bank Ltd Mail, Courier billing Branches and Head office international Mail.
The print shop Department also Supervise printing all customer statements /thank you letters marketing promotion       letters and much more.
ATLAS BANK LIMITED (HEAD OFFICE) Sep 2007 Aug 2010
· Worked as a Mail Management Unit as a “Assistant Manager” and I am a founder Of Mail Management Unit. I am looking all type of Customer corresponding through mail and all Complaint related to mail through Courier. 
 I am looking a mail Management Department Country wide also done the Centralization of all Atlas Bank Mail,  Courier billing Branches and Head office international Mail.
The print shop Department also Supervise printing all customer statements /thank you letters marketing promotion letters and much more.
UNITED BANK LIMITED (HEAD OFFICE) Feb 2007 Sep 2007
· Worked as a Net Banking Officer looking all net banking Transaction / Complaints/ENRP account maintenance and Limit Request which is part of ATM Operations Department.
UNION BANK LIMITED (HEAD OFFICE NJI HOUSE) Nov 2004 Feb 2007
· Supervise a Mail management Unit As a data management’s officer for AMERCAN EXPRES CARD, VISA CARD, and all product data managed and implements internal web based data for all courier company look after and implement data system for a Mail Management Unit Department and administration departments.
Worked as Officer in Mail Management unit which is a part of Country Administration 

Union Bank Ltd.

· Reconciliation Report Generate from CTL Server and review of Reconciliation Report with Reconciliation Officer.

· Follow-up with Courier on all issues (i.e.) fake delivery ,wrong Delivery, urgent Delivery ,Courier Representative issue,

· Mange a Courier Billing “Checking bill”Follwoup Payments”.

· Handling Complaints all Corporate, Branches and Customer through E-Mail.

· Handling All “IT “Issues” Printing Issues Data Issues” (i.e.)

· Sorting all Amex Corporate Card statement and MAC Reports.

· Printing and updating of Complaints on OSMS and sort with product and distribution courier vise 

· Maintain Monthly MIS for Service Quality Dept.

· Helping Customer on Phone for any Complaints.(i.e.) Ready Loan, Ready Cash, Amex Credit Card, Corporate Card ,       Visa Credit Card.

MARKAZ SHABAKA TUL KAHLEEJ IN SAUDIA ARABIA (K.S.A) Aug 2003 Oct 2004
· Worked as a network Administrator and hardware and maintenance.
Deutsche Bank AG, Karachi

Information Technology Department– Jan 1999 – To Jul 2003
· Worked as an Assistant administrator and net work. (On contract basis)
Responsibilities

· Server Administration

· Windows NT4 workstations installation, Windows NT4 server installation
· Windows 2000 server , Windows XP 

· MS office, Lotus Notes R-5, Acrobat Reader 4, Visio Pro 2000
· Installation of all software on workstations and servers

· Users support and troubleshooting, Maintain Intranet web site of IT department
· Take daily backups of different server and data, such as LAN server, Lotus Notes Server, ISS4 Server, Unix Server.
· Hardware Experience 4 year practical work in Uni. Center Karachi.

EDUCATION QUALIFICATION AND COMPUTER PROFIECIENCY
· Bachelor of Commerce From Sindh University in 2002





 

· Intermediate (Pre-engineering) in 2000







 

· Microsoft Certified Professional

Microsoft Windows NT Workstation 4.0

Microsoft Windows NT Server 4.0

Network Essential
· Microsoft Excel 2000 Advance Course From New Horizon 
· Microsoft Power Point 2000 Advance Course From New Horizon 
· Microsoft Power Point “Great Presentation “ From NET MASTERS
Achievements

· I have attend Team Building Workshop organized by Deutsche Bank AG
· GOING THE EXTRA MILE AWARD (Atlas Bank)
· ONE BANK, ONE TEAM, ONE SPRIT AWARD (Atlas Bank)

· Anti Money Laundering (Dawood Islamic Bank)

· Certificate of Participation Benchmark for Islamic Banking

· Certification of Appreciation of Rebranding of Burj Bank Ltd
COMPUTER AWARENESS

 OPERATING SYSTEMS

· Ms Windows Vista, Ms Windows 7 Professional, MS Windows XP, MS Windows 2000 Professional, MS Windows NT 4.0 Server
NETWORK SKILLS

Windows NT Server 4.0 Configuration for LAN.

Lotus Notes R-5 (E-mail Server) Installation and full Configuration.

Configuration of All Windows based Clients for LAN, Configuration of Local Area Network on Hubs and Switches in Windows Based environment

MS Access 97 / 2000 

Have work experience of application designing and Database Administration.

WEB DESINGING AND GRAPHICS

Familiar with HTML scripting and Web page graphics, Flash 5 and Adobe Photoshop 5.0 5.5 6.0
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