CURRICULUM VITAE

	Nausheen 

	


Career Objective
To develop the abilities of working in a competitive environment for a brilliant career, where I could have an opportunity to work enthusiastically for the attainment of personal and organization’s objectives.
field of interest
Customer Services | Secretarial | Admin Assistant | Teaching
Academic Vistas
	Qualification
	Year
	Institution
	GPA/Division

	MBA (Human Resources)
	2009
	Dadabhoy Institute Of Higher Education, Karachi
	3.10 CGPA

	Bachelors Of Arts
	2003
	University Of Karachi
	2nd Division

	Higher Secondary Education
	2004
	Sir Syed Government Girls College, Karachi
	2nd Division

	Secondary School Certification
	1999
	Ashar Education School, Karachi
	1st Division


Abilities/Skills
· Hands-on MS-Office and familiar with Administration of MS Windows

· Sound knowledge of Internet, search engine & E-mail client

· Effective team member and effective Inter-personal relationship

· Fluent in Urdu, Hindi, & English

WORK EXPERIENCE
1.
Business Development Officer

Faysal Bank Limited (Formerly RBS) | Banking & Finance | 
From 11th November 2013 till 17th June 2014
KEY RESPONSIBILITIES:

· To obtain, organize and arrange customer data from different sources for generating sales leads.
· Cold calling to customers, identifying their needs and present solutions for it to develop relationships between clients and organization and further classification in cold and warm categories.
· Pursuing warm leads with aggressive follow ups to close the deal.
· Generating revenue by completing sales through effective communication, product knowledge and given problem solving tools.
· Making arrangements for required documents and completing the sales process, providing assistance to clients wherever necessary.
· Keep record of successful transactions and prepares daily M.I.S for reporting purposes.
· Effective complaint resolution.
· Attending weekly meetings and seminars to enhance the marketing skills.
· Contributes to team effort by accomplishing related results as needed.
INTERNSHIP

Habib Bank Limited | Category: Banking | Department: Branch Banking - Retail
From September 2009 till October 2009 | Shahrah-e-Jehangir Branch

AREAS OF TRAINING:
· Clearing (Within city & Intercity, Posting)

· Credit Operations (Lending procedures, Documentation)

· Customer Service Officer (A/C opening & statements, Issuance of ATM cards & CHQ books)

· Customer Relation Officer (Balance enquiry, resolving debit card & phone banking issues)

· Operations (Supervision & monitoring of overall branch activity)

· Remittance (Inward & Outward, LFT, Pay Orders, Foreign Currency)
· Handling of Office Files, CHQ books, ATM cards, TPIN codes, Pension books
Language skills

Urdu:
Native
Hindi:
Fluent
English:
Fluent

CAPABILITIES
	· Ability to work in challenging environment.

· Ability to get along with others.
	· Willingness to take responsibilities.

· Initiative and self motivated.


Personal Information

Husband Name:

Mohammed Rahel Shamim


Date of Birth:

5th October 1983
Nationality:

Pakistani




Religion:

Islam

Marital Status:

Married





No of Dependants:
03
Interests/Activities
· Current Affairs, Web Surfing, Playing Cricket, Reading books & News papers.

· Active participation in social activities, Movies and other sporting activities.
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