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	Amanpreet 
 Management-Banking Professional                                                                                 

 Mobile: C/o 971504973598
 E-mail: amanpreet.161962@2freemail.com            


	Profile
	More than 8.5 years of proven experience in Office Administrator; Facilities Coordinator; Operations, Cash Management, Foreign Exchange, Customer Relationship Management, Sales Management.
Possesses excellent career record of consistent performance and achieving professional growth on the basis of dedicated work approach with capability to manage branch functions independently. Current expertise lies in Consumer Banking Services. 



	Career Progression
	


	Dubai First PJSC; Dubai; UAE
	Apr 16 – Till Date

	Facilities Coordinator / Office Adminsitrator / Safety & Security Officer
	

	
	

	Unique Computer System; Dubai, UAE
	Feb 14 - June 14

	Administration Department (Temporary Project)
	

	
	

	Barclays Bank PLC; Dubai; UAE
	May 13 - Sep 13

	Credit Card Loyalty Department (Retention Unit)
	

	
	

	HDFC BANK LTD.; New Delhi; INDIA
	May 07 - Nov 12

	Personal Banker; Welcome Desk; Functional coordinator; Teller;  
Teller Authorizer; Service Relationship Manager
	


	Proven Job Role
	

	Facilities Coordinator / Office Adminsitrator / Safety & Security Officer
· Provide administrative support that enables the Facilities department to function effectively and efficiently. 

· Coordinate all Facilities Management activities in the branches
· Supervision of the facilities management employees and contractors. 
· Procuring quotations from vendors and negotiating the purchase costs. 

· Recommend improvements that could be made to the Cleaning, engineering and security services. 
· Carry out daily walk-arounds, ensuring the office is in good order, noting any defects and raising with Facilities Manager. 

· Respond to urgent maintenance calls. 

· Initiate, prepare and maintain an Incident Reports. 

· Review furniture requirements and keeping the office/pantry supplies stocked. 
· Implementation of decision in case of emergencies. 
· Actively support the work of the department in service monitoring and supplier management, ensuring that the required standards are maintained. 

Administration Department
· Responsible for providing an efficient and professional administrative and clerical service to colleagues, managers and supervisors to facilitate the efficient operation of the office.
· Responsible in daily job duties related to the ID access cards, parking cards, visitor log book, off hour occupancy & exit formalities, related to the existing and new staff.

· Handling the outsource staff i.e Security Guards, Office boys and Cleaners of all the six locations of Dubai first with their daily work schedule activities, attendance sheets and related documents.

· Ensure the renewal of all Administration contracts and agreements at least before one month of expiry

· Liaising with the vendors and RMU department for the agreement completion process
· Ensure the Safety & security of entire branches & staffs
· Recommend Suspension of activities to the management that poses threats to employee’s health & safety

· Updated the SOP of Safety & Security 2017
· To ensure that all the LPO’s are made on time and payments are processed upon delivery of goods and services
· Preparation of approval notes, internal memos and formal communications to the entire staff
· Maintaining a tracking facility to enable documents to be updated easily.

· Scanning all the relevant new documents.

· Checking dispatch documents are accurate
· Presentation and maintaining of documents
· Ensuring all documents is up to date as possible within electronic filing system
· Checking invoices and payments for the vendors
Credit Card Loyalty Department (Retention Unit) 
· Calling existing customers and offering them Cash on Call and Balance Transfer facility.

· Handling inbound complaint calls and trying to retain the irate customers by resolving the complaints by offering them best solutions.

· Up gradation of existing card holders based on the evaluation of customer income and profile.

· Facilitating calls to existing customers to ensure monthly targets are met.

· Ensure achievement of quality sales by adhering to the policies and procedures of the bank.

Personal Banker Welcome Desk – Customer Service
· Handling MICR Referrals on daily basis, which includes informing the customers about discrepant inward clearance cheques and coordinating with the clearing division for clearing the cheques.
· Maintaining MIS for outward clearance on day-to-day basis.
· Maintaining the records for the stock of the branch, which includes BC, DD, undelivered Welcome Kits, Debit Cards and ATM pins diverted to branch etc.

· Sourcing New Accounts, Term Deposits, Mutual Funds, Insurance, Personal loans and other basic banking products.

· Preparation of BC/DD, Account Statements, TD Advice, Interest Certificate, TDS Certificates, Balance Certificate.
· Welcome Calling-Calling up the newly opened Accounts to confirm the delivery of Welcome Kit 1. (Debit Card and Cheque Book) and Welcome Kit 2 (ATM PIN, TPIN and IPIN).
· Handling All the Beginning of the Day Reports.

Functional coordinator / Teller / Teller Authorizer / Operations/ Vendor Management
· Ensuring timely initiation of policies and processes and strict adherence of compliance.
· Day to Day Administrative and operational activities.

· Consulting with managers regarding employee turnover, absenteeism, changes in work settings, employee motivation and reward and recognition program, & other employee-related aspects.
· Up keeping of the Branch Vault as a Vault Custodian.
· Processing cash operations and services and ensures that they are delivered efficiently and in secured manner as per the Bank’s policies and procedures.
· Was Managing the Team and also was part of team, giving on the job training to the new joiners.

· Carrying out branch operations spanning from inward/outward clearing, handling various deposit and advances accounts.

· Involved in promotional activities of the branch targeting potential customers & enhancing the profits of the branch.
· Supporting the branch in identification and acquisition accounts from individual customers to corporate houses and effective client servicing for the same.

· Ensuring product insights about new products & extending advisory services to full fill their banking needs.
· Vendor Base Management System-Processing Vendor Payments and Liaising with the finance division and ensuring end to end closure of the payment.

· Assisting Branch Manager in regular business review & providing the required MIS & data analysis.
· Identifying and developing relationships with new key accounts.

· Interaction with customers for creating awareness about banking products and extending advisory services to meet their banking needs.

· Attending customer complaints/ queries and resolving them proactively as per the TAT.

· Working on to clients (NRI/ individuals/corporate clients) concerns and complaints and undertaking steps for effectively resolving them.

· System Authorizer and Teller authorizer of the Branch.

· Was responsible for monitoring large value transaction (10 lacs and above) and TOD reports.

· Was responsible for handling EOD reports, checking & then signing off the reports on daily basis.

Service Relationship Manager

· Catering to the rigorous demands of the HDFC Imperia and preferred customers.

· One point of contact for all requirements of High Net worth customers in the branch.

· Ensuring that all day-to-day banking requests of customers are carried out smoothly & efficiently.
· To Enhance & Retain customer profitability by capturing larger share of Wallet.
· Ensuring Quality Customer Service.

· Ensuring that the Audit and Compliance requirements are met.

· Monitor and follow up on all Complaints.



	Training-Seminar
	


· Training – 
· Anti-Money Laundering / Fraud Awareness / Information Security / Code of Conduct Trainings conducted by HDFC Bank; Barclays and Dubai First.
· DCAS (Dubai Corporation for Ambulance Services)  Certified First Aid Trainer till 2019 


	Education
	


· Post-Graduation       ICFAI University-Brand Management


2008            

· MBA (Marketing)      Bharati Vidyapeeth University



2007                       

· BBA (Marketing)       Guru Gobind Singh Indraprastha University

2005            

	Language
	


· Fluency in English; Hindi and Punjabi.
	Personal Details
	


· Nationality

: Indian 

· Date of Birth
: 21 Nov 1984
· Marital Status
: Married

· Visa Status

: Husband Sponsorship

	References
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