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Career Objective:
To be a part of a progressive organization where I can contribute my knowledge and skills as well as gain experience for the advancement of any career and development of my potential, abilities and work effectively with people  to  acquire fulfillment in the field I have choose.
Key Skills
· Ability to interact effectively with various people of different nationalities.

· Very organized, good communication skills.

· Flexible, of good temperament.

· Result oriented.

· Working in totally computerized environment. 

· Well versed in MS-Office (MS word/Excel/Power Point), Microsoft Outlook and Internet operations.
Professional Experience : 6 Years
Organization    : Emirates Islamic Bank 
Position Title    : IBB Business Banking Emerging Corporate (CSR)
Tenure              : Jan2015 – may2015
Key Responsibilities:
· Report to Dept. Manager and RM on daily basis activities.

· Customer Service – End-To End Transaction Support Extended From Origination To Closure. Assessment Based On Feedback from RM/UM and Ranking among All CSR – Liabilities.
· ATM Cards, Credit Card, Cheque Book Arrangement And Delivery To Customers And Branches By Internal Delivery System And Empost.

· CET Reports Updates On Daily Basis And Follow-ups And Reply On Daily Basis Regarding Atm Cards, Cheque Books, Sms And Online Banking Request, Smart Business Request And Swift Copies And Processing.

· Customer Sales – Volume And TAT For Account’s Opening(Business, Personal, savings,  Salary, Investments, Fixed Deposits ,Takaful ) And Maintenance Support Provided To RMs.
· Coordinating With Dispatch Dept Regarding Delivery Of Service On Time.
· Internal Process – Criteria Includes Support Extended To RM In Handling Customer Queries, Transaction Initiation And Closure, Approvals And Documentation, Increasing Utilization Of Limits, Good Citizen, Adherence To Policies And Procedures, Housekeeping And Lean Discipline, Additional Responsibilities Assumed Outside Core Objectives.
·  Internal Compliance – Data Accuracy And Timely Update On Huddle Board. Unit Level Mis Reports Preparation (Call Reports, MIS, CBRB, Excess, Utilization And Other Reports Required From Time To Time).
· Especially projects handle for central bank project Foreign Account Tax Compliance Act (“FATCA”) US Tax Status Declaration Form – Entities.
Position Title    : Processing Specialist - IB BS (Operation and Business support)
Tenure              : Aug2014 – dec2014



    : june2015 – Oct2015
Key Responsibilities:
Operation Support :
· Report to Dept. Manager And Team Leader on daily basis activities.

· ATM Cards, Credit Card And Cheque Book Reconciliation And Mis Updates On Daily Basis.

· ATM Cards, Credit Card And Cheque Book Arrange And Delivery To Customers And Branches By Internal Delivery System And Empost.

· CET Reports Updates On Daily Basis And Follow-ups And Reply On Daily Basis.

· ATM Cards, Credit Card And Cheque Book Cancellation And Destruction And Updating Mis And coordinating With Branches And Concerned Departments.
· Coordinating with dispatch Dept regarding delivery of Service on time.
Business Support :  

· Report to Dept. Manager And Team Leader on daily basis activities.

· Investment Term Deposit (ITD) Processing Deposits And Withdrawals And Maintaining Mis On Daily Basis And Profit Calculations Disbursed To The Customer On Quarterly Profit Calculation Basis As Requested By The Branches And Customers.

· Reconciliation Of Payrolls And Salary Accounts And Company Accounts Submitted By Sales And Branches For The Process And Updating Of Details In Customer Information File (CIF).

· Generating And Updating International Bank Account Number (IBAN) For The Accounts Opened And Updates Reports On Daily Basis.

· Arranging All The Documents After The Process, Verify The Documents And Dispatch It To The Archival Process To Back Office Department.
Position Title    : Operation Team Member - Home Finance Credit Operation

Tenure              : June2012 – July2014)
Key Responsibilities:
· Home Finance Processing /Deal maintenance/ Disbursement /Reconciliations.
1. Deal booking  2. Payments to Developers/Service providers/Sellers  3. Early settlements & Partial settlements  4. Charges/Fee collection  5. Rescheduling & Restructuring of Deals  6. Operating profit/Overdue collections  7. Rate change advises & Ijarah Renewal notifications to customers  8. MIS / Reconciliations  9. CIF update.
· 1.PROCESSES- 1.Process all HF transactions as per procedures on SIM.2.Regular monitoring of HF accounts .3.Timely collection of Operating Profit/fee’s & Charges as per process.4.Check payout maturity date regularly & arrange for timely release of payments. Maintain list of specific conditions/ instructions by Management on release of progressive payments & ensure necessary approvals are in place prior releasing of any such payments with specific conditions/Instructions.5.Maintain & Reconcile specific MIS as per process requirement.6.Timely reconciliation of Payouts with Internal/External parties.
·  2.PROJECTS- 1.Perform UAT as per business requirement.2.Highlight specific system issues & raise required   remedy for resolution.3.Identify irksome process for improvement.4.handle of special project for IPOS for EI, process include reconciliation, mis updating, maker, checker and auditing and handling special leverage cases for high profile customer and complete the process as per TAT.
·  3.COMPLIANCE- 1.Ensure 100% control on processing activity & Strict Adherence to Standard Operating procedures & Bank’ Policy.2.Ensure low risk rating by internal Audit .3.Ensure Shari’ requirements are met in documentation & Process as per Bank’s policy/procedures.
·   4. SERVICE- 1.Address internal /external customer queries as per SLA.2.Comply with core Service Values & Group guidelines.3.Ensure Timely Delivery and accuracy of Work output as per Standard procedures.
Position Title    : Sales Executive & Customer Service

Tenure              : Sep2010 – May2012)
Key Responsibilities:
· Report to Dept. Manager And Team Leader on daily basis activities.

· Working for Emirates Islamic Bank as an Sales Executive & Customer Service.

· Explaining The Bank Product To The Customers According To Their Requirement

· Arrange The Documents And Fill In The Applications According To The Policies, Terms & Conditions.

· Dealing In Products Vehicle Finance, Credit Cards Application, Account’s Openings (Personal Accounts & Salary Transfer (W.P.S) Accounts And Investment Murhabha Account, National Bonds, Takaful).

· Verify The Documents And Dispatch It To The Processing Department.
· Giving Customer The Sanction Details Of Its Products.
· Coordinating with dispatch Dept regarding delivery of Service on time.
· Dealing In Customers Query, And Response Through Telephonic Or Mail,
         Assuring customers of their product to reach their distinction in working days and the proper amount charged to the customer.    

Organization    : Web Computer LLC 

Position Title    : Technical Support Engineer

Tenure              : May 2009 – AUG 2010 Based IT
Key Responsibilities:
· Report to Dept. Manager on daily basis activities.

· Worked for 6 months in technical background for Web Computers LLC as an technical support engineer.

· Assembling Desktop Pc As Per The Configuring Demanded by the Customers

· Install and uninstall the drivers and the antivirus software for all the dell and hp systems.

· Update the latest drivers and the antivirus software for all the dell and hp systems.

· Replacing the hard drivers practically working on the laptops and Pc if gone unfuntional, no power.
· Boot system configuration done with all models of dell and hp desktops and laptops.
· Coordinating with dispatch Dept regarding delivery of goods on time.
· Also worked for Web Computers clients for the server and networking, ms outlook setup accounts on weekly basis.

· Wireless setup with the modems, routers, resolving all the issues related the system of the clients, replacing if faulty.

· Doing audits – testing’s for all the departments in the Web Computers in Dubai Web Computers Site, UAE.

· Liaison with external customers and handing customer queries and incoming calls. Preparing Daily/ monthly/ annually business report.

· Coordinating with dispatch department regarding delivery of goods on time. Basic notes at loans and collections departments. 

· Assuring customers of their product to reach their distinction in working days and the proper amount charged to the customer.    
Academic Qualifications

· Bachelor Of Commerce (Burhani College Of Commerce & Arts)
· Computer Literate Basic PC & MS Office Programming,
· Assistant & Diploma in Computer Applications & Diploma In Information Technology Of Computer Software Engineering.
· Certificate Course in G.N.I.I.T At N.I.I.T Computer Institute Mumbai.
Personal Details

Date of Birth


    :  11.03.1985                            

Nationality

               :   Indian 

Language Proficiency 

English, Hindi, Marathi & Urdu

Special Qualities
Highly self-motivated, ambitious & dedicated in providing standard service. Carry an aroma of patience and endurance in me. Excellent communication and interpersonal skills.
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