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WORK EXPERIENCE

2011 to date    Supply Chain Department Coordinator       
     
 Unilever Pakistan Limited

2009 – 2010    Complaint Specialist (Service Quality Group)                       Allied Bank Limited
2006 – 2009    Online Banker 


             
                 Standard Chartered Bank

                                           PROFESSIONAL EXPERIENCE
Unilever Pakistan Limited




               1st Feb 2011 to date
Supply Chain Department Coordinator

Supply Chain Department Coordinator

· Coordinate with APICS “The Association for Operations Management” (Chicago) regarding CPIM examination i.e. capability building for Supply Chain. Ensure all candidates are registered on time, providing them with exam updated material, arrange classroom sessions, processing invoices and ensuring timely payments.

· Raising the invoice for all Supply Chain 3rd party employee salaries on a monthly basis.

· Raising, following up and ensuring payment of invoices on online system & liaise with outside vendors to ensure payment on timely basis in accordance with finance procedures.
· Travel Arrangement: Process visas, book flights and arrange itineraries, hotel accommodation, ground transportation, meet and assist and other logistics for the Line Directors/Manager/team when necessary.

· Submitting medical & travel and entertainment expense claims on system for reimbursement. Updating and maintaining movers/leavers/joiners organogram on organizational chart on online system.

· Budget Tracking: Track and maintain budget sheet for travel as per set budget for the department.
· Assist with preparing business presentations and reports in Power point, Word & Excel.
· Registering Line Directors/Managers/team to attend conferences and co-ordination of papers and travel arrangements.
· Correspondence & Filing: Respond to or on behalf of manager straight forward correspondence, planning and scheduling meetings, conferences, teleconferences and travel.
Allied Bank Ltd., Pakistan                                                                              4 May 2009 6 April 2010
Complaint Specialist (Permanent Position)
· Resolve customer complaints and requests received from web, phone banking, Banking Mohtasib of Pakistan, State Bank of Pakistan & Management Committee.
· To provide regular progress of complaint to customer through correspondence.
· Link complaint management effectiveness to performance evaluation to reduce complaints of each business & to bring timely resolution.
· Highlight process gaps and customer feedback with business to bring improvement.
· Communicate the resolution with the customer in the most appropriate manner.
· Be updated on all products features/processes & keep up with new developments & marketing initiatives.
Standard Chartered Bank Pakistan Ltd.                                           24 March 2006 to 30th April 2009 
Online Banker
· Facilitating existing customers with product and account details.
· Initiating and expediting customer’s complaints and queries.
· Providing descriptive banking information to potential customers.
· Registering complaints and regular follow-ups.                      
· Sell product and place customer orders in computer system
· Identify, research, and resolve customer issues using the computer system
· Research billing issues
· Activation of credit cards, funds transfer b/w different accounts, balance inquiry.
· Recognize, document and alert the supervisor of trends in customer calls. 
Recommend process improvements.
Additional Responsibilities

· Working on Admin MIS, providing calls support of online banking and identifying knowledge / process flow / SOP gaps.

· Daily Complaints MIS

Solving queries regarding product and handling other miscellaneous tasks.



ACADEMIC QUALIFICATION 
· Master’s In Business Administration - 2010   Preston University, Karachi.
    (Finance & Accounting)  CGPA 3.7



KEY SKILLS
· Well versed in MS Office (Word, Excel and Power Point) & internet.
· Strong communication and problem solving skills.
· People Management and teamwork 
· Negotiation Skills and Good command over softer skills.
· Proficient & well versed in a no. of banking softwares.
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Date of Birth



23rd December 1985
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Single
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