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OBJECTIVE
· To strive for excellence in my banking career

· Keeping abreast with current innovative electronic banking

· Appling my extensive experience, in-depth knowledge and work ethic in the banking sector, to any my work environment 

· Use my managerial and operational stills to enhance and make work processes more efficient and cost effective  
SKILLS
Leadership ability
· Over 15 years of managerial and operational experience

· Lead team in ADCB Project Midas

Communication and Customer service
· Good command in written and spoken English

· Basic conversational knowledge of Hindi, Urdu and Arabic

· Over 25 years in front office operations with direct contact with the customer or end users
· I have served as a friendly and efficient interface between customers, front office staff and higher management, thus facilitating, understanding and harmony among these groups

Adaptability
· Worked in a variety of branches in different positions
· My employs relied to me to take on varied tasks, as they believed in my abilities
· Wide gamut of duties from Fraud prevention and Bank and vault security to managing customer accounts.

Experience and in depth knowledge 

· With over 3 decades of banking experience, I am confident to put in use my extensive training, first-hand knowledge, awareness of market trends and my experience in dealing with the cosmopolitan customer base in the UAE, to further the performance of any bank.

Education
1974: 

Diploma in Accountancy and Book-keeping
Courses and Career Centre India, 
Colada -Mumbai, India. 

Training

2012: 
Operational Risk Management Basics Training

Fraud Control Training

ADCB Learning Centre, 
Abu Dhabi, UAE.

2010: 
Microsoft Excel Training
Emirates Institute for Banking and Financial Studies, 
Abu Dhabi, UAE.

2009: 
Anti-Money Laundering Training
ADCB Learning Centre, 
Abu Dhabi, UAE.

2007:

Operational Risk Awareness Training
ADCB Learning Centre, 
Abu Dhabi, UAE.

1980-1985: 
CapBank Online Systems – Organized by Capital Bank of USA
Deposit Banking Law Training
Inter-Branch Accounting

The Cash Letter & Inter-Branch Reconciliations

Automated Teller Machine implementations and functions Training 

Auto-Draft systems in foreign currency Training
ADCB Learning Centre, 
Abu Dhabi, UAE.

Customer Service and Deposit Mobilization Training

Emirates Institute for Banking and Financial Studies, 
Abu Dhabi, UAE.

Certificate of Recognition, Awards and Achievements 
· From over 600 employees, I was selected by management to implement the conversion of manual to computerized systems (CAPBANK ON-LINE SYSTEM) at seven branches with the UAE, a task which I planned, organized, schedule, monitored and successfully completed within set deadlines.

· Selected from over 1000 employees to Lead and manage the operational integration of ADCB’s takeover of Royal Bank of Scotland’s retail branches in Dubai.

Responsible for:

· Implementation of FLEXCUBE systems.  

· Responsible for the operational integration of all client accounts and transactions from the RBS systems to ADCB systems which involved resolution of thousands of mismatched transactions overnight as a result of the merger.  

· Training RBS staff on FLEXCUBE, remittances, ATM and clearing cheque systems.

· Selected to reorganizing ADCB’s archives, which helped to reduce warehouse storage area, efficient archiving and retrieval of archives and reduction in storage cost,  which involved,

· Identifying records that were required for perpetual retention.

· Identified records that need to be electronically archived.
· Planning and implementation of a simple, efficient and cost effective archiving process for ADCB.
· Oversee the destruction of confidential and other non-essential ADCB documents. 

· Selected to streamlined procedures for tellers, which helped to reduce errors and cash loses to ADCB, which involved,
· Planning
· Designing a comprehensive Excel check list
· Implementation of the check list in all branches 
· Select to Conduct inter- branch internal audits within the UAE, to ensure:
· All branch were in compliance with in-house procedural controls against set ADCB policy 
· All branch were in compliance with Central Bank regulations
· Check if employee’s were adequately trained and if the branches had all the latest updates / new / revised policies on record
· Presented by ADCB – for the successful contribution towards Project Penne/Midas.
· Presented by ADCB – Loyalty award for over 25 years of service.
· Presented by ADCB – Bonuses for the contributions towards ADCB’S performance.
WORK EXPERIENCE
1999 – To date
Position
:
Branch Operations Manager – ADCB – Mall of Emirates Branch - 2010 - present
Operations Manager – ADCB – Al Mina Branch – 2007 - 2009
Operations Officer – ADCB – Al Karama Branch – 2004 - 2006

Acting Manager – ADCB – Al Qusais Branch - 2004
Operations Officer – ADCB – Al Dibba Branch - 2004

Operations In-Charge – Al Quoz Branch - 1999
Employer
:
Abu Dhabi Commercial Bank
Duties and Responsibility
Reported direct to Head of Branch Operations – Dubai
Direct reportee’s – All operations officers and branch operations staff

I was assigned to set up the Al Quoz Branch, with included planning, organizing, resourcing all branch requirements, and procuring all branch requirements through the head office.

· Assessment of branch operations with respect to the risk controls

· Manage and control of Business Risk Indicator

· Maintenance and ownership of daily checklist and periodical branch control list
· Periodic Staff meeting to assess performance and address deficiencies 

· Co-ord. with central processing depart. All issues relating to customer accounts operations

· Ensure all customer complaints are address and resolved immediately

· Distribute / check all branch reports and initiate action, where necessary

· Check guidelines, circulars and all correspondence and ensure, that, all staff member are informed / trained in latest policies in their respective roles within the branch

· Coach the front line staff on system procedure, schedule training / education for branch employees 
· Resolution of branch operations matters in partnership with central processing dept.
· Responsible for monthly self-assessment of the branch entire operations

· Responsible for all employee assessment

· Undertaking review of any suspicious transactions reported and determine course of action based on set procedures in place. 
· Ensure timely and accurate reporting is facilitated between the branch and the head of compliance

· Ensure zero downtime, zero fraud and zero retention form central processing depart.
· Managing operational quality control

· Assessment and reporting of branch performance

· Managing all cash operations

· Commanding unlimited transaction authorization rights 

· Reconciliation with all correspondent banks
1985 – 1998
Position
:
Officer / Senior Officer 
Employer
:
Abu Dhabi commercial Bank
Duties and Responsibility
Supervision of the following departments in-with the branch 
· Current Accounts

· Savings Accounts

· Authorization and monitoring of :
· New & Existing accounts

· Staff accounts

· Register of accounts opened and closed

· Other banks

· Trust accounts

· Impersonal/Suspense/Sundry accounts

· Non-resident accounts

· Specimen signatures/Vernacular signatures/Chops, Seals etc.
· Powers of attorney
· Controls

· Custody, application and delivery of cheque books

· Stopped cheques

· Overdraft cheques within delegated limits
· Unpaid cheques

· Encashment facilities / cheque cards

· Dormant accounts / unclaimed balances

· Balancing, checking of ledgers, statements

· Foreign currency current accounts

· Confirmations of balance

· All Fixed Deposit Accounts
· Authorization and monitoring of :

· New & existent accounts

· Confirmation of deposit

· Maturity of deposits / maturity reminders

· Uplifting of deposits

· Past due fixed deposits

· Deposits under lien

· Retention of deposit receipts

· Controls

· Register

· Balancing

· Inward and Outward Clearing

· Automated Teller Machines

· Issuance and custody of ATM cards

· Cash Replenishment

· Deposit taking

· Investigation of system errors

In addition to the above duties, because of my wide experience and my ability to adapt with ease, I also provided vacation relief for the officer-in-charge, and was responsible for the following departments :

· Cash Department

· Foreign Exchange Department

· Inward & Outward Remittances Department

Training of Staff

· I was responsible to mentor, provide hands-on training for the systems in use and also train National and expatriate new staff on:
· Banking principles

· Current set Bank and Central banking policies

· Task specific operational guide lines

· Task specific security procedure

· Task specific computerized systems training

1980 – 1985

Position
:
Supervisor 
Employer
:
Khalij Commercial Bank Ltd

Duties and Responsibility
· Control of cost accounts
· Premises re-evaluation and depreciation
· Maintenance and updating of fixed assets and depreciation of accounts register
· Preparation of inventories of office equipment and fittings
· Reconciliation of inter-branch and Nostro accounts in foreign currency
· Review of all suspense accounts and petty cash
· Preparation of all profit/loss i.e. Income, interest, discounts paid and operating cost and branch balance sheet
· Assisted with preparation of budgets relating to profits, assets, liabilities, capital expenditure and assessed the performance against the actuals
· Variance analysis and justifications
· Preparation of monthly schedules
· Assessing and Reporting branch performance - budgeted figures against actuals
· Prepare and report on capital expenditure
· Prepare all central bank returns
1977 - 1979

Position
:
Senior Clerk

Employer
:
Khalij Commercial Bank Ltd

Duties and Responsibility

· Processing of requests for issue of Guarantees and Bonds
· Maintenance and ensuring all Guarantee and Bond records are processes as per bank regulations
· Preparation of monthly returns and reports

· MasterCard Division

· Processing of applications

· Renewals

· Marketing

· Follow-up of defaulters

LANGUAGES
· Fluent in English, Urdu and Hindi

· Conversational knowledge of Arabic
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