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OBJECTIVE: 

To work in a dynamic, team-oriented, competitive and cooperative environment in a reputable organization, where there is maximum chance of learning and growth as a proficient, innovative and committed person in accordance with organization’s policies.

ACADEMIC QUALIFICATIONS:
· B.B.A 
Federal Urdu University Of Arts & Science Technology (Human Resource)
· Intermediate (Science)
BISE Sukkur 
· Matric  (Science Group)
BISE Sukkur 

EXPERIENCE  
Meezan Bank Limited
Branch Service Officer 
 (November 2014 –  Date)
JOB RESPONSIBILITIES

· Responsible to guide customers about different products, Bank Policies & requirements regarding different types of Accounts.

· Addressing customer queries regarding Account opening form.

· Account opening/scrutiny of Account Opening Form, receipt of initial deposit, input into the system, generation of Account number.

· To make sure that KYC guidelines should be properly followed.

· To obtain all the relevant documents / formalities for opening of account as per bank’s policy and standard operating procedure.

· To verify the Computerized NIC from Varisys (NADRA).

· To make sure that the specimen signature cards should be scanned properly.

· Issuance of different type of certificates.

· Maintain the data of Zakat, Holdmail, Dormant accounts & undelivered mails.

· Receive requisition for issuance of chequebooks.

· Responsible to check that all cheque books to be delivered on time without any printing error.

Mobilink
Customer Contact Centre 
 (December 2012 – June 2013)
JOB RESPONSIBILITIES

· Responds to incoming calls

· Maintains personal productivity and quality standards that make positive attractive financial returns so that the company may continue to provide excellent service to our customers and ensure career growth and job security to all of our staff.

· Responds to complex inquiries from clients in order to provide or clarify information on departmental services, procedures and policies.
Al-Razzaq Advertising & Printing

Administrator 
 (January 2010 to September 2012)
JOB RESPONSIBILITIES

· Having to evaluate, prioritize, organize and delegate work schedules within an office environment.

· Managing and recording office expenditure.

· Using electronic filing systems and office software, including email, spreadsheets and databases to store documents.

· Assigning jobs to staff and monitoring the office operations.

· Supervising the staff (indoor & outdoor activities).

· Ordering office supplies stationery.

· Liaising with colleagues and external contacts to book travel and accommodation.
· Organizing and storing paperwork, documents and computer-based information.
COMPUTER SKILLS
	MS Office
	Good
	Currently Using 

	Adobe Photoshop
	Good
	Currently Using

	CorelDraw
	Good
	Currently Using

	Outlook Express
	Good
	Currently Using

	Installation of Operating Systems
	Good
	

	Troubleshooting of Hardware & Software
	Good
	


SKILLS:
· Able to work in diverse situations, groups, and surroundings
· Comfortable with making quickly, on-the-second decisions

· Capabilities of planning, organizing & coordinating various tasks with responsibility.

· Actively participated in Co Curricular activities in college and university.

· Skills: Effective verbal & written communication, Excellent interpersonal skills, effective documentation skills, sound problem solving & decision making skills, Good organizing and planning skills, Multi tasking with ability to prioritize.
· Computer Skills: Well skilled in use of Ms-Office & Internet. 
· Game: Football
· Language: Good English language skills
LANGUAGES:
· Read


English, Urdu, Sindhi 
· Speak


English, Urdu & Sindhi
· Write


English, Urdu, Sindhi
PERSONAL INFORMATION:
· Date of Birth


28 May 1989
· Place of Birth


Khairpur 

· Religion


Islam

· Nationality


Pakistani 

· Marital Status 


Single

