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Personal Information


Objective


To further my professional career with an executive level management position in a world class organisation, where I can be a member of a team and utilize my 5 years of extensive working experience while enhancing the organisation’s productivity and reputation.





About me


Father’s Name:          M. Saleem Bari


Passport No:               CX3998392


Visa Valid Upto:         30-10-2015


Date of Birth:              27-11-1986


Drivers License:         Pakistani Driving Lisc              


                                        (M.Car/ M.Bike)








Work Experience


Trade Officer-Export 


Habib Metropolitan Bank ltd.	August 2014– Present


Centralised Export Department –Head Office


Manage and control timely and accurate checking of export documents and inputting of all items in the system in order to achieve quality standards.


To scruitinize the documents for advance payments, registration of payment bills and its processing in the system allocated module of the bank.


To deal with the documents for collection; namely


Documents against payments (D/P) ,Documents against acceptance (D/A), Telegraphic Transfers (T/T).  To make registration of contract and its respective lodgement/booking in the system.


To check Letter of Credit (L/C) and Trust receipt (T/R) documents and its clauses. After verifying the papers,proceeds with contract posting and lodgement of the tenor. 


To properly check the E-form of the bank with right stampings and signatures on right places, port of shipment and destinations; description, quantity, price of commodity and currency of trade  to comply with the State Bank’s export policies and procedures.


To make documents schedule for collection and L/C tenors . The schedule summarizes the number of original and copy documents for exports including  drafts,trust reciept, invioce,packing list,bill of lading,,inspection /health/origin/generalised system prefrences certificates, goods/textile declarations.


To create advance payments report on monthly basis and forward it to the State Bank of Pakistan-The Central Bank.


To respond to the customers promptly and resolve their export related matters , queries and urgent requests.


To generate daily export position report and forward them to zonal head.To follow the unit head’s directions and ensure the quality and effeciency of work in order to  enhance the export related knowledge and its matters.








Company	Date – Date


Curabitur varius fringilla nisl. Duis pretium mi euismod erat. Maecenas id augue. Nam vulputate.


Duis a quam non neque lobortis malesuada.


Praesent euismod.


Donec nulla augue.


Venenatis





Education


MBA (Finance)


Defence Authority College of Business 	                               Jan 2010-Jan 2012


Obtained CGPA 3.32


Bachelor of Commerce 


Government Premier College 	                                              Dec 2006-   Dec 2008


Acquired 2nd division


Higher Secondary Certification 


Defence Authority Degree College  


Aug 2004 – Aug 2006


Passed out with A Grade.


O-Level


The City School


Aug 2001 – Aug 2004


Secured an overall percentage of 73%




















Work Experience


Account Opening Officer  


Habib Metropolitan Bank ltd.	August 2013–July 2014


Centralised Account Services Department –Head Office


Proper examination and verification of account opening form (AOF) and amendments forms and its requirements in order to achieve the accuracy of the data provided by the customer.


To verify the identity of the customers by checking the NADRA ( National Database Registration Authority) verisys system for the prospective customer before opening the account.


Thorough checking of the account opening and amendment form of the bank with respect to the information,signatures and their vefication by the branch banking officer.


To validate the documents provided by the customer including employment and business proof, multiple account opening on same identity to assure the authenticity of the customer.


Processing of account opening form and modifications in the designated module of the banking software.


Co-ordination with the branches regarding the discrepancies in AOF and amendment forms and assist them in rectification process.


Opening of Corporate accounts including sole proprietorship,partnership and private limited companies after the carefull analysis of the documents and identities. 


Managing proper filing of the account opening forms and their resolved discrepancies and placing them safely in the vault. 


To fulfill any other task assigned by the unit and zonal heads. 


Accounts Officer 


Fotile Kitchen and Home Appliances Corporation	                          Dec 2010-June 2013


Invoicing of daily cash and credit sales and to maintain a daybook for daily sale,purchase,receipts and payments.


To reconcile the company’s bank ledger with the bank satement and to cater the petty cash of the firm.


Depositing the cheques and cash into the bank on daily basis.


To maintain the cash customer and dealers ledgers separately and to keep records of the inventory of goods received and sales returns.


Managing the inventory of the company by maintaining the stock register and physical stock count.


To analyze the accounts receivables and paybles on monthly basis to accomodate the pay-off and report the same to the general manager 


Co-ordination with the shipping agents regarding the consignment clearance and its discharge.


To attend the customer complaints and forward them to the technical department for further follow up.








Certifications 


Chartered Accountancy                     2007


Institute of Chartered Accountants of Pakistan 


-Successfully passed with Module A.  (Economics , Quantitative Methods, English) 


Business English:                                   2009


Institute of Business Administration  


-  With overall percentage of 84. (Communication, Presentation and Writing skills)


Computerized Accounting                       2009


Sind Board of Technical Education


-Passed with A Grade 


IELTS                                                          2013


British Council


-6.5 Band Score.


 








- 








Skill Set


Decision making and problem solving 


Accuracy and attention to detail


Flexible ,open to ideas and willingness to learn.


Excellent oral and written communication skills.


High levels of integrity


Effective verbal and multimedia  presentation skills


Time management


Leadership


Team Player


MS  Office skills





Languages


English 




















