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Yakub 
United Arab Emirates
yakub.185901@2freemail.com 
CAREER OBJECTIVE



To perceive a suitable level position in in the areas of Finance, Banking, PRO where my rich experience, deep knowledge and technical skills can be beneficial to your organization.

CAREER SUMMARY



Finance/Operations/PRO based professional with 4 years of experience interacting with the public. Highly qualified in client-based and administrative positions requiring an emphasis on customer satisfaction in a fast-paced environment. Strong team player and leader. A proven and verifiable record for utilizing strong technical and interpersonal skills to enhance organizational efficiency and profitability. Committed to quality performance with an ability to learn new procedures quickly.

• Effective Sales Strategy
• Workflow Management

• Team Leadership and Training
• Customer Relations and Contract Negotiations

• Strategic Planning and Growth
• Procedure Development/Refinement

• Organizational Management
• Service and Productivity Improvement

• Banking Products
• Quality Control

• Research and Documentation
• Operations Management

EMPLOYMENT EXPERIENCE



Submission Officer 




             



        2011 to Present

BLS International Services, Abu Dhabi, the UAE
•
Build solid management team to accommodate rapid development.

•
Identify new methods for cutting operating costs while increasing services.

•
Coordinate with branches providing support and services as required.

•
Direct major productivity improvement programs.

•
Provide leadership and supervision for program development and coordination with highly skilled professional staff.

•
Responsible for the training of relationship managers on the product and service knowledge.

•
Conduct quarterly performance appraisals for the staff under Department and closely coordinated with Operation Manager with performance feedback and grievances.

•
Liaise with head manager in implementing system changes and gathering information on new policy updates.

•
Coordinate Case Management and be responsible for welfare support to asylum in immigration detention centers.

•
Consult with and advises administrators and employee representatives on seekers-related policies and procedures.

•
Help improving performance by identifying possible enhancements to system.

•
Ensure successful and accurate implementation and adherence to guidelines by team member.

•     Guide applicants about documentation as per their required service.
•     Check documents and issuing tokens for submission.
•     Handle the certificate attestation services in Abu Dhabi branch.
•     Accept applications from applicants for passport and visa services as guidelines of the embassy.
Team Leader



      



                                         2009 to 2011
HDFC Bank Hyderabad, India 
•
Acquired new customers to expand the current account base.

•
Suggested team members to achieve their targets decided by the bank.
•
Was responsible for the portfolio health of base customers.

•
Monitored the portfolio in terms of maintenance of AQB, transactions activity in the account, Profitability & Banding of customers and depletion.

•
Worked in close consultation with the RCM (Regional Channel Manager) and central product team to modify the product features / parameters to suit the need of the customer.

•
Received customers’ application to open accounts.

•
Made brief interviews with customers to know their line of business and works in order to avoid money laundering.

•
Offer various loan opportunities and products in order to increase client base.

•
Opened the accounts by posting customer information to the system.

•     Interacted with the Business team to proceed with the execution of the test-ware.

•     Coordinated and meetings / calls with the business, region, and the technology teams.

EDUCATION AND CREDENTIALS



MBA, Finance and HR







             

             2010
Nizam Institute of Engineering & Technology, India
Project: Study on Fixed Asset Management
Bachelors, Arts & Science






             

             2007
Kakatiya University, India 
CONFERENCES


•
Nizam Institute of Engineering & Technology, Personality Development, 2009
•
ICICI Bank, Marketing, India, 2007
AWARDS



•     Appreciation Certificate, BLS International Services, Abu Dhabi, the UAE
COMPUTER SKILLS



•
Windows™: (7™, Vista™, XP™)

•
Microsoft Office™: (Word™, Excel™ PowerPoint™ Project™)

•
Adobe Photoshop™

•
Internet Navigation & E-mail
LANGUAGES



•     English (Fluent)                                               •     Hindi (Fluent)                                                 •     Arabic (Good)
PROFESSIONAL REFERENCES



Available upon request.

