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SAMIA
Date of Birth: August 28, 1988  

Religion: Islam, Marital Status: Single

Visit Visa
CAREER OBJECTIVE
To take a step forward in my career by joining a state of the art corporate organization where I have the opportunity to work in a specialized, competitive and performance oriented environment. 
PROFESSIONAL EXPERIENCE

· United Bank Limited (UBL)


Corporate Branch – Lahore   
 

· August, 2015 to date
 

       
Officer Corporate Center – Branch Operations  

· Permanent Enrollment on UBL Payroll 
· November, 2013 to August, 2015
       
Operations Officer 

· December, 2009 to November, 2013
       
Admin Officer–Corporate Banking Group  

· Employer: Fulcrum (Pvt.) Ltd.
BANKING SYSTEMS & COMPUTER SKILLS

· Working on “SYMBOLS” & “UniBank”,   (Banking Systems of United Bank Limited)

· Microsoft Office  
JOB RESPONSIBILITIES AS OPERATIONS OFFICER - CORPORATE BRANCH INCLUDE BUT ARE NOT LIMITED TO:
· FOREIGN REMITTANCE:
· Inward and outward “RTGS”

· OFTT (Outward Foreign Telegraphic Transfer)
· IFTT (Inward Foreign Telegraphic Transfer )

· OFDD (Outward Foreign Demand Draft)
            Account Opening Department: 

· Account opening processing under Centralized Account Opening System and Maintenance of Corporate clients.
· Maintaining of documents related A/C opening.

· Handling customer quarries related to customer account maintenance.
· Prepare and follow-up account opening documentation and KYC/CDD

· Adherence to KYC/CDD policy, Anti Money Laundering policy

· Updating of all types of Customer information.

· Resolving audit exceptions.

· Issuance of Cheque Book and maintain records, file and folders for audit purpose.
· CTR reporting to Head office by using dashboard.

· Updating dashboard queries while viewing the customer accounts accordingly.

· Resolution of queries raised by NAB and compliance department. 

·  Provide services to corporate clients for building good relationship with customer
CLEARING:
· Making of Outward Bill for Collection

· Intercity Clearing of Cheques 
LOCAL REMITTANCE:
· Issuance of Cashier Cheques

· Internal transfer/ Salary Disbursement / Online transfers
ACCOUNTS:

· Preparation and posting of Vouchers, maintenance of accounts and reporting of tax deduction (WHT) to SBP on Quarterly & Annual basis.
· Preparation of Weekly & Monthly Statements
JOB RESPONSIBILITIES AS ADMIN OFFICER – CBG INCLUDE BUT ARE NOT LIMITED TO:
· Coordination between the heads of different departments with RCH Lahore.

· Vouchering of expenses.

· Maintenance and record keeping of departmental expenses.

· Handle documentation related to meetings and visits.

· Arrangements related to internal, external and SBP audit. 
ACADEMIC QUALIFICATION 




        CGPA/DIVISION
2011 – 2013 
National College of Business Administration & Economics 
 CGPA 3.22


          
Master in Business Administration, Major: Banking & Finance      



2009 – 2011 
Government College Gulberg for Women, Lahore

2nd Division
Bachelor in Computer Science








LANGUAGES 
· Urdu
       Mother tongue

· English     Excellent reading, writing & speaking
INTERESTS 
· Reading, travelling and music
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