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A competent professional with over 10 years of experience in Sales & Customer Service Sector in Banking & Customer Service Industry
· Career Summary

· UNION NATIONAL BANK (Al Wifaq Finance Company) as a Customer Service Office
May 2015 - Sept 2015

· Handling a multi-product portfolio and mainly focusing on SME customers in order to increase the SME portfolio. 

· Serving walk-in and existing customer of the branch and acquire new customers and generating business for the branch by visiting the companies.

· Collecting all the financial & supporting documents from the customers for SME finance.

· Preparing CLP of the customers and Al Etihad credit bureau as well and submitting the case to Branch Manager.

· After getting the initial approval from the branch manager submitting the case to credit department.

· Clearing all the queries/remarks asked by the credit department.

· After approval getting the business owners to branch to open the accounts, signed the FOLs and the final contracts.

· Sell various financial products to new and existing customers and reporting to branch manager with daily, weekly and monthly reports.

· Retain customers through complaint resolution and other enquiries in coordination with Complaints unit and maintaining very healthy relation with the customers for future prospects. 

· Regularly review customer portfolio to identify potential sales/business opportunities.

· Send all complete error free account opening/loan/credit card applications to the respective departments.

· Ensure all activity reports are submitted to Customer Service Manager /Branch Manager on daily basis.

· ABU DHABI COMMERCIAL BANK as a Relationship Officer in Retail Banking Department
Feb 2012 - Mar 2015

· Handle multi-product portfolio, opening Payroll Accounts, Salary Accounts & further marketing Banking Products.
· Achieving Sales targets selling portfolio of banking products and maximizing accounts profitability by cross - selling products (personal loans, smart loans, business loans & liability accounts, credit cards).
· Target corporate clients, identify new business opportunities by enlisting the new companies.

· Handling customer queries and satisfying customer with timely feedback and relationship building and customer account management.

· Continuously expanding satisfied customer network and further business opportunities.
· Meet clients for various solutions of financing and instalment plans to make the disbursements of the loans.
· Communicate department and organizational objectives and goals to the subordinates.
· Mashreq Bank- Dubai as Senior Sales Officer
2008 - 2012

· Assist with business centre training needs analysis and program development.
· Prepare various reports (fulfilment, correspondence, quality management and billing), formats and standard letters for correspondence. 
· Use appropriate tools to manage and report non-conformance in document control processes. 

· Conduct bi-monthly and monthly team meetings and monitor/manage absenteeism and punctuality. 

· Communicate department and organizational objectives and goals to subordinates.
· Assesses individual training needs and ensure needs are met

· Coach subordinates on organizational standards and provides position training as required

· Maximize potential of subordinates using established performance management methods and may conduct or assist in formal performance evaluation.

· Access Infrastructure & Telecommunications Pvt Ltd (India) as Senior Management Executive
2007 - 2008

· Handle escalated calls and take pre-paid inbound calls (AIRTEL Process).

· Coach subordinates on organizational standards and provides position training as required/updation of new offers and promotions.

· Activation/Deactivation of VAS services.

· Manage breaks for 25 callers on the floor.

· GL Network Pvt Ltd (India) as Senior Marketing Representative 
2004 - 2006
· Monitor and ensure existence of supportive working environment(s) to promote high job satisfaction and morale.
· Manage departmental resources through effective recruiting, delegation and organization.
· Monitor team compliance to quality standards using established audit procedures & system.

· Education

· Bachelor of Bio Science (B.Sc.) from University of Kashmir, Srinagar, Kashmir, India (2005)
· IT Skills 
· MS Office (MS Word, MS Excel, MS Power point, & MS Project)
· Personal info

· Date of Birth

:
01-May-1982
· Nationality

:
India
 


 

· Marital Status

:
Single
· Language Skill
             :
English, Urdu and Kashmiri






