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Objective                                                                                                                                                                          

I aim to work with a growth-oriented organization that provides equal opportunity to its employees. I also wish to utilize my knowledge and customer relations for the mutual growth of my organization, my team and myself ‘because I am very well aware about UAE culture & heritage, since I am living in UAE for the past 28 years.
TECHNICAL SKILLS 
Operating System:
MS Windows (2000, XP, VISTA, 7), MS-DOS (ver 6.22), 

Front Office:

Thorough knowledge of MS-Word, MS-Excel & MS PowerPoint.
Typing :


Typing in English And Arabic, & Typing Speed 55WPM
EDUCATION:

Bachelor of Commerce:
Karachi University, from Pakistan. (12-12-2007)


PROFESSIONAL   EXPERIENCE 

CAREER SUMMARY
MASHREQ BANK, DUBAI (Feb 2007 to Dec 2011)
1. Senior Processer Operations (Data Entry Dept). 

2. Centralized Collection Recovery Department
HSBC BANK, DUBAI (Jan 2012 to Dec 2013)
       1. Retail Banking– Coordinator Retail Credit.
DUBAI ISLAMIC BANK, DUBAI (Dec 2013 to Till Now)
1. Personal Finance Sales – Processing Dept. (Dec 2013 to Till Now)
Senior Processer Operations MASHREQ BANK, DUBAI
1. Co-ordinate with direct sales MB / Osool / Branches /HO product and services to resolve and fix the gap and deficiencies identified in the Application forms, customers’ requests and other pertinent documents and signature verification process.
2. Worked on Vectus, Select, BankSys, OsoolSys, Badrsys and Omni Flow in RCPC (Operations). Know the working environment in all the systems.
3. MIS Generation & Reporting to Management and Training & assisting the new recruits in the system & procedures.
4. As well as catering to customer queries and resolving their problems is my core responsibility
5. Handled the tasks of scanning and indexing documents and manuals into the electronic filing systems.
6. Responsible for maintaining filing systems as well as proper management of maintenance systems.
7. Handled the tasks of receiving and processing information in an accurate and efficient manner.
8. Facilitated and monitored circulation of documents for authorized signatures.
Centralized Collection Recovery Department (CCRD) (Aug 2009 to Dec 2011)

1. Responsibilities include credit card recovery (Lost A/C) and collection operations.
2. Following customers with bad repayment history and taking necessary action against these customers.
3. Performance towards attainment of assigned targets.
4. Responsible for taking legal action / releasing PN against customers who are defaulted and are not paying to the bank.
5. Updating the customer profiles and latest updates in FINNONE & SELECT two of the bank main operating systems.
6. Also familiar with banksys and vectus as we have to get necessary info about the customer accounts status / personal status.
7. Handling customer queries efficiently and convincing customers for repayments
8. Analyzing customer credibility through business history and providing recommendations to the credit department for approvals.
Currently Working as Senior Personal Finance Processer.DIB
Working as Senior Processer Main responsibilities are as follows:
1. Responsible for Sales & Marketing of products of DIB which includes Accounts Opening, Personal Finance, Auto Finance and Covered Cards. 

2. Translate Customer requirements into service requirement specifications.

3. Detail Data Entry and Scanning documents as per the DIB Sharia policies.

4. Provide knowledge to the customers if required about Conventional and Islamic Banking.

5. Offering customer satisfaction by providing them maximum knowledge.

6. Render excellent service by convincing customers about the rates of the products so that they enter into a relationship with DIB.

7. Co-ordinate with Credit department to get the approvals.

8. Co-ordinate with Operations department and look after other various activities involved until the related product is disbursed to the customer.

9. Identifying opportunities, leads, prospects and contacts.

10. Identifying and listing new companies in customer target market of DIB.

      Hobbies
Admiring Nature, Meeting New Challenges, Traveling, 
Making Friends, Listening Music.
Strengths

Focused, motivated and goal oriented commitments, analytical skills, 
positive emotions, hard work, patience, and try to look beyond the scene.
Personal profile                                                                                                 
Nationality 

:
Pakistani
Data of birth

:
01st Dec, 1985



Marital Status
:
Married
Languages 

:
English, Arabic
