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Objective
     ……..
A highly challenging position in Accounts department of an organization of excellent repute offering prospects of intellectual and creative growth in exchange of professional commitment and knowledge. Sharing my knowledge and experience with the sub-ordinates and delivering fully refined information to the superiors by using my knowledge and experience.
AREAS OF EXPERTISE
· Team Player
· Detailed Oriented
· MIS Preparation
· Creative
· Self Driven
· Effective Coordination
· Administrative
· Multi Tasking
· Customer service
· Interpersonal and analytical skills
· File Management
· Quick Learner
· Quality assurance
· Knowledge of HRIS
· Problem Solving
· Can do attitude
· Effective Communication
· Proficient in English, Urdu and Hindi,
CAREER HIGHLIGHTS
Since Nov 2013 – Present:

Leela Megh Exchange LLC , Dubai, UAE 
The company profile: Leela Megh (LM) Exchange Limited Liability Corporation (LLC), established in Dubai in the year 1970 is one of the oldest exchange house in UAE. From last 40 years, LM Exchange is serving to foreign currency exchange and money remittance needs of more than 200 nationalities of different countries and UAE nationals all across UAE. 
Job Profile: Cashier
Responsibilities:
Responsible for receiving & processing all incoming payments; Wire transfers, cheques (including foreign currency), bank drafts. Also handle all Cashier related enquiries from clients either in person, by phone, email or written correspondence
· Responsible for quickly and accurately processing routine transactions for foreign exchange currencies, money transfer like bank transfer, cash pick up, receiving money and other money products
· Handle financial remittance of international entities, bank transfer and door to door transfer for individual customers
· Assist the customers who wants to send and receive money, exchange foreign currencies and for seeking advice/suggestions in regards to money matters according to the rules and regulations of company and AML
· Ensure that cash transferred for the purpose of funding are counted and verified correctly
· Respond promptly to customer inquiries and providing them with information about customers' accounts, bank services, opening savings account and other related money products
· Record all transactions promptly, accurately and in compliance with bank and money product procedures
· Explain, advise and promote bank and other money products and services to customers
· Track the status and monitor everyday transactions in online basis, to avoid the delay of the remittance if it's the problem of invalid account, name differs, close account, to inform the customer for the transactions to avoid delay
· Request a Statement of account to the tie up bank representatives requested by the customer
· Greet the customers enter into organization Collect revenue in the form of cash/cheque. Match the revenue collected with that of bill claim, update the subscriber ledger
· Generate daily collection register at the end of every working day and reconcile the same with physical cash/cheque/demand draft
· Handles the complaints, issues of a customer 
Aug 2013 – Aug 2013:

Carrefour (Shindaga), Dubai, UAE 
The company profile: Majid Al Futtaim Retail - Carrefour was established in 1995 with the opening of Deira City Centre store to become the Middle East most dynamic, fast-moving and exciting hypermarket chain in the region
Job Profile: Promoter for Samsung TV
Responsibilities:
· Demonstrate and provide information on promoted products / services 
· Report on demonstration related information (interest level, questions asked, number of samples/flyers distributed etc)
· Set up and arrange display to attract attention of prospective customers
· Suggest product improvements to management and product to purchase to customers
· Give product samples or token gifts to customers, and distribute handbills, brochures, and gift certificates to passers-by
· Plan, develop, coordinate and implement programs of information propagation to create an understanding and favorable view of an organization, its products, services and role in the community
EARLY EXPERIENCE
Promoter for LG Mobile Phones






Sept 2013 to Nov 2013
Carrefour (Daira City Centre), Dubai, UAE                                              
EDUCATION
· Perusing BBA Madonna University, Sharjah 
· Higher Secondary from New Indian Model School, Sharjah in 2013
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