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         CURRICULUM VITAE´
	Description
	Detail Information

	Executive Summary

Mission
Career Objective
Professional Experience
Operations Officer
+1 Year  

(February 2016 to current date)
INDEX Exchange L.L.C

Dubai, UAE
Branch Operations Manager
06 months 

(August 2016 – January 2017)
INDEX Exchange  L.L.C

Formerly
(Habib Exchange Co. L.L.C)

Al Awir Branch, Dubai, UAE
Senior Supervisor
2 years and 2 months
(November 2013- January 2016)
Habib Exchange Co. L.L.C

Abu Dhabi, UAE
Internal Auditor
2 years and 5 months 

(September 2010 - January 2013)
AFB Enterprises
(importer, exporter & trader)
Lahore, PAKISTAN

Accountant
3 years 

(January 2002 – December 2004)
AFB Enterprises
(importer, exporter & trader)

Lahore, PAKISTAN

Areas of Strength

· Computer And IT Skills

· Skills And Talents

· Languages

Personal Interests

Education

Personal Information

Reference
	Operations (Accounting & Marketing) Officer, Branch Operations Manager, Senior Supervisor, Internal Auditor Accounts, Management professional with over Eight years experience in Exchange, Financial sector and trading industry. I have excellent communication and presentation skills, computer knowledge. As Experienced Professional I can make analysis on accounts & audit figures to determine past achievements for make future plan with real figures and strategies. Also help senior leadership in evaluation of available options within applicable financial reporting framework. I have also UAE driving License.
· Grow to a Successful Business Development and Finance Manager.

· Grow to an Effective and Efficient Executive of organization.

· To use my skills, put efforts and struggle for better Revenues & profits of my Employer.

· To apply my management, financial, administration and marketing skills in my job.

· To achieve my job targets efficiently and effectively, by completing the assigned task(s) into creditable outcome within a schedule provided. 

Job Description:

· Promoted to Officer Level on 1st February 2016.

· Prepare Branch Monthly, Quarterly Income, expense, profit, loss, cash flow, inventory, target-achievement reports of four products and Consolidated.

· Preparation of weekly & monthly Accounting Target-Achieve report to Central Office.

· Co-ordinate with Audit & Compliance Department for branch AML and Compliance.

· Prepare and Maintain K.Y.C of commercial remittance companies.

· Check DUE DILIGENCE compliance, K.Y.C & AML for foreign remittance according to FERG, CBUAE, USA, JAPAN and European standards.

· Check process of Foreign Currency commercial and individual Remittance.

· Training to junior staff about AML, DUE DILIGENCE, KYC and OFAC Compliances.

· Training to junior staff about Marketing, Target market area and target customers.

· Maintain check and balance for WPS, salary payments, ATM apply & issue according to C.B.U.A.E and ministry of Labour UAE.

Job Description:

· Transfer as Branch Operations Manager (17 August 2016- 15 January 2017).

· Maintain daily branch operations of four Products in F. C (Foreign Currency) Transactions, Remittances, Commercial remittance and WPS.
· Planning, Action and Control in different segments of new customers for Four Products. 

· Control and Maintain CASH inflow and outflow at branch level.

· Process Foreign Currency Exchange according to DUE DILIGENCE, K.Y.C of CBUAE.
· Dealing in Foreign Currencies (buying - selling with Banks and Exchange Companies).
· Focus on acquiring new business by marketing in branch area and surroundings.

· Follow ups for old and left customers to continue services from INDEX Exchange L.L.C.
· Control and Check daily WPS salary process, salary disbursement and ATM transactions.    
· Encourage WPS team to find and set possible strategies for profit oriented targets.
· Preparation of weekly and monthly Target-Achievement report to Central Office.

· Co-ordinate with Audit & Compliance Department for AML and Compliance. 
. Job Description:

· Working knowledge of Ministry of Labor, UAE rules and regulations regarding WPS.

· Salary Deposit, SIF file generation process up to daily end final report to central office. 
· Supervising and coordinating central office WPS Payroll division
· Processing WPS salaries for more than 100,000 employees on monthly basis.
· Update for new ATM cards for employee of registered companies.

· Coordination with Operations and HR department for smooth and error free processing.
· Daily upload of fund required, funds to process to CBUAE system (Central bank of UAE)

· Daily upload of SIF to CBUAE system. 

· Daily update WPS cash, ATM and  Bank Accounts Salaries payments to CBUAE system 

Job Description:

· Examining company accounts and financial control systems.

· Gauging levels of financial risk within organizations.

· Checking that financial reports and records are accurate and reliable.

· Preparing reports, commentaries and financial statements.

· Liaising with managerial staff and presenting findings and recommendations.

· Ensuring procedures, policies and regulations are correctly followed.
· Setting up meetings with management and account officers for improvements. 

Job Description:

· To maintain daily mail sheet, company accounts, inward/ out ward.

· To handle vendors, check their new orders and make clearance of the company receivables 

· To manage payables, cash handling

· To prepare day to day voucher, generate purchase order,

· To take part in the company annual audit sale invoices, sale receipts) 

· Knowledge & Experience of Microsoft Word, Excel and Power Point and internet expert.
· Knowledge and worked on WPS & Remittance software
· Quick book, Peach Tree, S.P.S.S and Tally 9.0 ERP.
· Branch Operations, Accounts, Internal Audit, People Management and Leadership skills

· Can also work under pressure.

· Comprising with Excellent verbal, written, communication and presentation skills
· Good track record in accounts individually and as team.

English (international), (Arabic) some basic knowledge and Urdu (native language). 
· Study for CFA Level 1 in free time

· Wrote some articles online on new emerging e-finance, e-marketing and latest technology challenges in new era of science and business world.  

· Listen to different Natien. 

· Long Drive
MBA
(Finance)

University of Central Punjab

2007-2010

B.A
(Mathematics)

University of Punjab


2005-2006

Date of Birth


20th December 1981

Religion


              ISLAM
Nationality


PAKISTAN
Visa Status

               UAE Employment Visa   (Expiry Date   03 Dec  2017
Marital Status


Married

UAE Driving License   

03 Years  
Pakistan Driving License

17 years
Reference will be available on request.


_________________________________________

