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Qualifications





PROFESSIONAL CERTIFICATES & TRAINNING





Advanced Int Certificate in Compliance 


ICA (Manchester Business School (UK)	


2013





Anti-Money Laundering (AML) 


HBL Learning and Development		


2011





Fraud Risk Awareness 


HBL Learning and development			               2011





Selling Mutual Funds (3 Day Work Shop) 


Litmus


2008 	





IELTS International English Learning Testing System British Council (6.5 Bands) 


2007








ACADEMIC QUALIFICATIONS





MS (Marketing & Advertising)


IQRA University Karachi -2005                                                                                                                                                  





BCS (Bachelor’s in computer science)


IQRA University Karachi- 2002





Intermediate in Pre-Engineering (Science)  


 DHA Degree College for Me- 1999 





Matriculate in Science with “A” Grade   


Beacon House Public School- 1997





ACHIEVEMENTS AND AWARDS


Certificate of Achievement-2013-For achieving top sales in Retail Lending. HBL





Cetificate for Best Operation Managager-Bi Annual Convention  2014 HBL





Promoted to next grade within the firstyear of emplyement with HBL.














Key Skills


KNOWLEDGE OF


Administration    		MS OFFICE


Confidentiality    		Internet


IT Literate   		Problem Solving 





KEY COMPETENCIES


Understanding of the customer service philosophy – customer comes first, customer is always right and customer satisfaction is of utmost importance.





Strong interpersonal skills.





Computer Literate.





Understanding of the functioning of front/back office activities





Professional presentation skills 





A strong desire and aptitude to be part of a customer 


Focused service environment.





PERSONAL SKILLS


Maintaining a positive working relationship within the busy working environment and supporting other team members





Excellent organizational skills, strong attention to detail and a positive attitude.





Proactive approach to daily routines.





PERSONAL DETAILS


Full Name: Syed MehreenFareed


Husband’s Name: SohaibRafat Ali


Date of Birth:	Oct 25th 1980


Marital Status: Married 	


Passport Number: KD842096 





CONTACT DETAILS


Permanent Address: A-184, Block “N”, North Nazimabad  Karachi 74700 Pakistan	


Mobile No Pakistan : 0092-0315-3866197


Email :west_lif3@hotmail.com





Results-oriented and commercially minded experienced in providing business management solutions. Offer a combination of good personal skills, and analytical practical approach to encourage open communication at all levels within the business. Excellent communicator, both verbal and written, and a good influencer. Thrives in challenging situations with limited budgets, and rigid timescales. Strategic mindset with drive to succeed at operational level.
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Public Company; 10,001+ employees; Banking industry 


Oct 2010 – Present-Karachi Pakistan





BANK MANAGER OPERATIONS�


In charge of the financial operations and employees of the bank. Managing and leading bank staff to deliver exceptional customer service in the largest retail branch (Deposit Base 13 Billion PKR).





Ensure all branch functions are carried out in accordance with laid down procedures & policies in bank manuals and SBP circulars.


Monitor customer service standards against standards set by the Bank.


Compliance with Money Laundering regulations well versed with KYC Guidelines.


Fully implement the recommendations made by auditors & internal control officers in their reports at centers within the set deadlines and take necessary steps to avoid any recurrence.


Implement and monitor customer service delivery standards 


Communicate clearly and effectively with management and staff concerning performance expectations, productivity, and accountability.


Branch Administration and HR related matters.


Responsible for supervision of all operations functions like account opening documentation, cash receipt/payments, clearing/remittance, lockers, general maintenance 


Manage customer complaints through effective customer complaints resolution process. 
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Public Company; 10,001+ employees; Banking industry


July 2009 – September 2010- Karachi Pakistan





SENIOR RETAIL BANKING OFFICER – HBL ANNEXE/CLIFTON BRANCH


Aiming to treat the bank customers with honesty and openness and to offer them clear straightforward advice by recommending only those products that fit our customers' needs.


Achieve business deliverables having direct impact on growth & profitability.


Developing new business and maintaining new / existing business relationships


Manage customer attrition, ensure business retention.


Liase and coordinate with all support functions of the bank for timely resolution of all problems.


Achieve & maintain high Service Quality Standards ensuring timely resolution of customer complaints and queries


Marketing and cross-selling of retail / consumer products & services


(HBL Credit Cards, Personal Loan, Auto Loan, Banc assurance, SBF etc)


Performing account related activities i.e. Account opening and closing 


Comply KYC guidelines and Bank’s policies while performing account related activities 


Handling AML queries


�


Financial Services industry


March 2008 – July 2009-Karachi Pakistan


INVESTMENT CONSULTANT


Responsible for increasing sales of HBL Mutual Funds in Clifton & Defense Area .Achieved recored sales in retail banking sector for the year 2008.


Business Development (Achieve assigned monthly targets (5 Million Per Month)


Responsible for Selling HBL Mutual Funds (Stock, Income & Multi Assets)


Maintained the largest portfolio amongst all IC’s (100 Million & 120 Customers)


Networking Public relations and customer service


Market/Outdoor Visits


Follow ups




































































































































































































































































Key Skills


KNOWLEDGE OF


Compliance & regulatory 





AML-Fraud Risk Management


 


Knowledge of policies and prudential regulations





Consumer Banking Product (Banc Assurance, Credit Cards , Car Loan, Running Finance Accounts etc)





Banking Operations & Procedures, audit methodology tools and analysis, with sound knowledge of banking regulations.





core banking system, attention to detail, basic knowledge of credit and trade related banking





PROFESSIONAL SKILLS / ATTITUDE


Understanding of the customer service philosophy – customer comes first, customer is always right and customer satisfaction is of utmost importance.





Professional presentation skills 





A strong desire and attitude to be part of a customer 


Focused service environment.





Maintaining a positive working relationship within the busy working environment and supporting other team members





Excellent organizational skills, strong attention to detail and a positive attitude.





Proactive approach to daily routines.





Strong interpersonal skills.





Excellent verbal & written Communication Skills.





People Management





Result Oriented approach





Decision Making skills





Analytical Skills

















�


A Division of   Aptech Worldwide New Jersey America


Public Company; 501-1000 employees; Education Management industry





January 2004 – February 2008 - Karachi Pakistan





CENTRE MANAGER


Heading the sales and operation staff of the largest centre in Pakistan. Managing to deliver exceptional customer service and to achieve monthly sales targets.


Business Development (Achieve assigned monthly sales targets)


Overall Management of the Centre


Planning New Marketing / Sales Strategies


Leading the Marketing team and assigning them targets


Networking Public relations and customer service 


Conducting Counselors training and workshops


eCAS (enhance Centre Automation System) Implementation and training





�


Public Company; 201-500 employees; Financial Services industry


December 2002 – December 2003 -Karachi Pakistan





RESEARCH AND MARKETING COORDINATOR





Assisting the Sales manager in day to day operations while achieving the assigned monthly sales target.





Business Development 


Develop software for managing stock data using VB


Networking Public relations and customer service


Maintain Database on Excel Sheets


Market/Outdoor Visits


Follow ups


Cold Calls 







































































































































































































































































Personal Info


LANGUAGES


URDU


ENGLISH


Interests


Watching Television and Movies.


BASIC DETAILS


Date of Birth :Nov 30th 1982


Marital Status: Married 	












