

Manger Administration Operations / Admin & finance Professional
Seeking a challenging opportunity in industry for personal and professional growth


PROFILE
· A performance driven and diligent finance and administration professional with a verifiable track record of over 25 years of experience in general administration, banking, IT operations, central archive, and cost savings.
· Experience in conceptualizing and implementing financial procedures, accounts payable and receivable, creating quarterly reports and reconciling financial statements, including working capital management, internal financial controls, and costing.
· Proficient in designing systems & procedures and contributing towards improved financial performance, heightened productivity and enhanced internal controls.

· Innate ability to strike a rapport with people from diverse backgrounds & mind sets and build strong & lasting relationships with proven business acumen in understanding financial requirements.
· Established credibility in spearheading development operations with key focus on bottom line profitability by ensuring optimal utilization of resources within set parameters and operational analysis.
· Skilled in identifying gaps in controls and make practical recommendations, improving program and service quality by devising new updating procedures, evaluating system results with users.

· Hands on experience in financial reporting, risk management, compliance & integrations, promoting controls and sound risk management and measuring financial risks.
· Acquired rich experience in asset management, banking and insurance industries, travail and hotels, support and services and also worked for credit and ATM cards in bank.


CORE COMPETENCIES

Finance & Administration ~ Banking Operations ~ Central Archiving ~ Asset Management ~ Risk Management ~ Quality Management ~ Process Management ~ Communication Management ~ Facilities Management ~ Strategy Planning ~ Process Improvement ~ Financial Control ~ Reporting & Documentation ~ Gap Analysis ~ Manpower Management


KEY ACHIEVEMENTS
· Achieved 100% positive results in Callback Unit in Admin by controlling/highlighting the issues appeared in Credit Card Statement delivery to the customers.
· Established Centralized Mail Management unit which saved 30% of the courier cost.

· Managed Great Manager Program. 

· Played an instrumental role in Y2K testing for Portfolio Management System in Singapore in Singapore year 1999.



PROFESSIONAL EXPERIENCE

BANK ALFALAH LIMITED   







           APR 2010 – MAY 2015

Manager Expense Settlement – Administration & Technology Operations, Since Mar 2013
· Managing Accounts payable and Expense Settlement Department with the accountability of managing purchase ledger function and processing of invoices according to the set schedule of payment.
· Leading finance functions involving determining financial objectives, designing & implementing systems, policies & procedures to facilitate internal financial control.

· Formulating budgets and conducting variance analysis to determine difference between projected & actual results and implementing corrective actions for the department.
· Preparing and maintaining statutory books of accounts, cash books, reconciliation statements and consolidated reports in compliance with time and accuracy norms.

· Overseeing payments of vendors as per commitments of bank, against procurement or project or any agreement and providing seamless support in audit session with internal and external audit system.

· Monitoring the payment of Guest Houses, Courier Services, and Insurance, Stationary and Drinking Water supply, preparing summaries on all payments related issues with monitoring outstanding payment issues.

· Responsible for arrangement of cooking & dinners, laundering, protocols along with the conferences or seminars with the accountability of arranging any requirements of bank executives during stay in guest houses.

· Recommending revisions in rules, regulation and procedures to meet changes in law and policy.

· Instrumentally evaluating and verifying employee performance through the reviews of complete work assignments and work techniques.

Manager Administration, Apr 2010 – Mar 2013

· Managed the Travel Desk for Bank’s Executives along with the ware house for consumer finance repossessed vehicles at Pan Pakistan
· Preparing daily reports and other office administrative records according to laid down procedures, policies and regulatory requirements on regular basis for the smooth functioning.
· Managed the entire spectrum of activities across providing facilities support to all the office staff and efficiently arranging and maintaining contracts with the vendors. ( please Discuss)
· Managed Bank Insurance Department for Cash in Vault, Furniture, Property Executives and Bank Pool Cars

· Implemented effective administrative and on-call coverage policies for the administration manager and successfully acted as a direct administrative support for the organization.
· Instrumentally liaised with the Government Agencies, Labor and EOBI Department and supervised repossessed cars warehouse and there auction.

· Please include Property Management Property leases/ Agreements.

· Vendor Agreements Negotiations

STANDARD CHARTERED BANK (PAK) LIMITED  





           JUN 1995 - APR 2010

Growth Path: 

Head of Mail Management Department, Mar 2005 – Apr 2010

Assistant Manager Operations, Head of Administration, Mar 2005- Apr 2010

(Dotted Line to Head of Consumer Operations and Chief Operating officer), 
Assistant Manager - Head of Administration, Dec 1999 – Mar 2005

(Dotted Line to Head of Consumer Operations and Chief Operating officer)

Assistant Manager - Custody and Clearing Service Standard Chartered Bank, Jul 1995 – Dec 1999

Reporting to Head of Custody & Clearance MESA-MENA
· Managed Mail Management Department for pan Pakistan along with Complaints Management unit for return instruments and other mail and developing & implementing Management of Business Continuity Plan (BCP).

· Responsible for vendor management, vendor payments,  purchase office stationery and courier, travel and hotels, support and services and return credit, ATM cards, call back unit for return credit and bank statements.

· Provided effective support in managing general facilities, including premises maintenance i.e. (Air Conditioning, Electrical, Civil Work, Furniture, Janitorial, Renovation and Refurbishment work).

· Member of Bank’s Project Team for construction of Branches/Departments to deal with Contractors Architects for new and old premises, renovation and refurbishments.

· Instrumentally reviewed BOQ’s and related costs to make sure that the prices are quoted are as per the current market rate.
· Managed functions, including fraud investigation, consumer finance repossessed cars, pool cars and ware houses management, ensuring to achieve optimal cost reductions and saving by 30%.
· Streamlining the functions across Mail Management, Diesel for Generator and Stationary utilization. Monitoring and supervising pay order and demand draft issuance, maintaining stock for Pan-country basis.

· Oversaw administration of the premises, budgeting, assessment / evaluating training needs of all staff members’ coordination of training functions, promotion of total quality management concept preparation of financial statements.
· Accountable for property management Leases, Agreements, and Administrator of GPMS ( Global Property management system) for Pakistan Communication officer, printing and purchase of stationery.

· Skillfully handled the task of the various general administrative functions of the organization while maintained the filing system, handling stores, making invoices and keeping stock inventory.

· Monitoring / ensuring compliance with SCB group requirements, writing & updating of departmental operating instructions manual coordinator for Y2K testing and bank master coordinator for custody department.

· Key projects:

· Played an active role in integration of Grindlays Bank and successfully implementation of Global Property Management System.

· Played a vital role in centralization and integration team (administration) Union bank.

· Achieved Star Performers Award and awarded Spot Award on Cost Savings from CEO SCB Pakistan.

· Achieved SCB Chairman’s Award on Cost Savings, recognized for receiving “YES award” for Year of Excellence in Service. 

· Successfully arranged and supervised Standard Chartered Bank carnival for 7500 guest in 2006.

· Part of Administration team for International Lahore Marathon sponsored by Standard Chartered Bank. Successfully managed the renovation of SCB HO year 2003-2004.
PAST EXPERIENCE
THE LYRA SHOE COMPANY (PVT) LIMITED   






MM 1990 - MAR 1994

Manager Production and Planning


EDUCATION CREDENTIALS 

· Accounting Diploma, Pakistan Institute of Management, Karachi, 1997
· Masters in Literature, International University of Colombo with 2ndGrade, Sri Lanka, 1993
· Bachelor in Literature, International University of Colombo with 2nd Grade, Sri Lanka, 1990


CERTIFICATIONS 

· Wrote Department Manuals for ISO 9002 and ISO 9002 audit and successfully obtain the Certification, 1996 – 1997.
· English Course British Council, Karachi Level, May 1996 –July 1996.
· Communication Skills British Council, Karachi August 1997.
· Great Managers Program Standard Chartered Bank, 2006-2008 (this was in house SCB training program).
· Beginner SAP certification.



TECHNICAL SKILLS / TRAININGS
· e-Procurement.





· Amplify Your Effectiveness with Emotional Intelligence.
· MS Office.



· Microsoft Windows.    

· Business Courtesies.



· Finance & Accounting for Non-Financial Executives.
· Computer Programming.

- 

· Banking Products.



· Lotus Notes (e-mail).



Date of Birth: 12 Sept 1962
Nationality: Pakistan 
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