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MASSARAT
Massarat.236881@2freemail.com 
Objective: To work with an organization where there are opportunities to grow and the thirst to learn is encouraged. I would like to be an integral part of a dedicated team of professional who believe in achieving perfections and executing the tasks assigned to the best of their abilities at all times.

 Professional Experience
1)  SAKAN GENERAL TRADING LLC

Working as a Manager Operation in Remittances- From NOV 2013 TO TILL DATE
Job Responsibilities-
· Handling the TELEX TRANSFER and sending transfer to the different parts of the Country through online.
· Handling all the compliance issue with the Bank and Replying to their mails.
· Using Eureka System for Accounting.
2)  Asia Exchange:

     Dubai - UAE

   Senior Remittances Executive from 25th January 2006 to Dec 2009.

   Assistant Manager – Jan 2010 to OCT 2013.
    Job responsibilities:

        - Handling Admin, Global Remittances operation, Bank Reconciliation,Inter Branch Reconciliation, Making all journal vouchers, Daily activity report, DD text exporting , TT uploading, Compliances.
        - Using Citrix Eldorado web mail system for processing Online TT and INR transfer.
        - Handling Wage protection system for salary disbursement of the companies.
        - Corresponding with Bank.
        -  Great customer and ascertain what each customer wants or needs.

        -  Provide value added service to clienteic and coordinate with senior management.

         -  Deal with multicultural clienteic; resolve their complaints-queries through effective convincing. Maintain client relations and ensure customer satisfaction.

        -  Maintain record of existing and new customer for follow up and business promotions.

        -  Guide & motive the team members to achieve sales & provide effective customer service.

        -  Attend to client’s grievances, direct them to the concerned person for resolving their grievances. Maintain client relation and provide good customer service.

        -  Ensure that all the enquiries are handled carefully and met effectively.

        -  Regular follow up with customer for taking feedback, develop excellent rapport with the same and ensure customer loyalty and retention.

        -  Monitor customer preferences to determine focus of sales efforts.

        -  Book Telex Transfer, prepare Telex Transfer Bank Instructions, Global Money Transfer and prepare Demand Drafts.

       - 
3)  Charminar Bank: 

     Hyderabad - Andhra Pradesh - India

                                                                                                                  May 1995 - Dec 2005

    Clerk-Cum-Cashier from May 1995 to September 1998.

    Job responsibilities:

          -  Transactions on Saving Bank Section

          -  Gold Loan Section

          -  Fixed Deposit Section

          -  Clearing & Accounts Section

          -  Banking different accounts

    Branch Operations Manager from October 1998 to March 2003

    Job responsibilities:

          -  Passing of cheques and withdrawals

          -  Cash Management

          -  Holding branch fire proof strong keys

          -  Discretionary Power in the absence of Branch Manager

          -  Custodian of Gold Ornaments bags pledge for obtaining loan and Bank securities like Blank Cheques, Demand Draft, Deposit Receipt, Title deed, Branch documents and Demand Loan files.

          -  In charge Locker operation

          -  Checking of daybook, Trail Balance, Subsidiary & Reconciliation etc,

          -  Sending clearing to Head Office and out stations

          -  Maintenance of Inter Branch Account, Inward & Outward maintenance.

    Branch In charge from March 2003 to December 2005

     Job responsibilities:

         -  In addition to job responsibilities of Branch Manager, I managed the branch in accomplishment of its targets

         -  Increased bank revenue through cold calls to potential customers

         -  Financial closing of bank accounts & finalizing of balance sheet & Profit and Loss.

 4)     IZM School (A Minority charitable institution)     

         Hyderabad - Andhra Pradesh - India

       Accounts Assistant from January 1990 to 1995.

       Job responsibilities:

          -  In charge school expenditure

          -  Balancing of accounts

          -  In charge stationery

          -  Preparation of statements and other official works

Education Qualification:

Graduation:  Bachelor of Arts from Osmania University, Hyderabad 1986-1989.

Technical Knowledge:

Working knowledge of MS Office(Window-95, 98, Millennium) & email functions, Accounting Package with Tally, Focus and Peach Tree.

Personnel Information:

Date of Birth                      -             1st September 1965

Sex                                   -              Female

Marital Status                    -              Married

Nationality                         -              Indian

Language Fluency              -            English, Urdu, Hindi & Arabic

