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	Profile


Graduate and 8 plus years experienced professional in leading Exchange House with proven career records as effective Cashier, Supervisor, Corporate Desk, WPS In Charge, Service Leader and ensuring high level of service delivery and satisfaction. Proficient with various types of currencies and able to perform in pressurized work environment. A highly disciplined, innovative, motivated and hardworking person who is striving towards achieving objectives, receiving any challenges, ensuring error free transactions and contributing to lead generation. Possess excellent customer service, client relationship, negotiation, communication, interpersonal & PC skills. Interested to work in Banks, Exchange Houses, Financial Companies or Real Estate to contribute as Finance Executive.
	Job Profile 


COMPANY:- REAL ESTATE DUBAI UAE
Designation:-Real Estate Broker & Sales Executive June 2014-Present

Using local knowledge when marketing properties to potential buyers or tenants 

and then negotiating with them on behalf of client. Making sure all properties meet legal requirements

· Meeting and greeting clients visiting the offices.

· Generating appointments for viewings.
· Visiting different developers and construction companies for our company registration for B2B services.
· Negotiating with potential sellers and also buyers.

· General office administration duties

· Marketing by phone & letters properties to potential buyers or tenants.

· Visiting vacant and inhabited properties and inspecting them. 

· Writing up tenancy agreement contracts. 

· Ability to inspire trust and confidence in clients and buyers.

· Residential and commercial letting
· DEWA connection and EJARI contract
· Driving license with own car 

	Job Profile 


COMPANY:- EXCHANGE CENTRE LLC
Designation:-Service Leader 2010-Nov 2012
· Corporate relationship, corporate account opening, corporate documents verifications, follow-ups and communications with the company representatives.
· Thorough verification of corporate documents and applications before submitting it to the final approval from the corporate department.
· Corporate registration for the WPS system, verifying companies and their employees documents before account opening.

· Providing prioritized service to all the corporate customers in their financial needs.

· Relationship and communication with all major Pakistani banks (UBL, HBL,MCB,NBP etc) for any queries, remittance complain and new services.

· Managing team of around 25 people including 4 supervisors and getting the daily activities report from them at the end of the day Giving proper training to all the new staff on the operations before allowing them to work on their on.
· Supervise the performance of Head Teller / Sr. Teller & Tellers, Branch Service Representatives, to ensure optimum productivity and high quality service in order to provide a range of general financial services to customers, so as to achieve the goals of the branch.

· Ensuring that the everycustomeris attended well at the counters and they are directed properly.

· Ensuring that all the security aspects of the branch are intact. Responsible for Cash and Security Documents as a Joint Custodian of the vault and ensuring that the optimum cash balance is maintained at all times
· Updating the registers and other records daily. Responsible for Control over Stationery usage and safe-keeping of security items such as Demand Drafts, Managers Cheques, Branch's stamps, etc.
· Updating myself with all the communications from head office and creating awareness of the same among all other staff.

· Assisting the manager to carry out the affairs of the branch within the powers duly assigned by the branch head.

· Monitoring on a regular basis to ensure that all CCTV's in the branch are functioning properly and report any problems to the Branch Manager and Establishment Administration Department.
· Responding to Internal / External Audit queries in a timely manner, ensuring that the discrepancies pointed out by them are corrected immediately.
· Physically verifying the cash of the cashier while closing of the branch. And assisting the cashier in verifying the cash for funding.

· Making sure that all the transactions that come through me for approval are genuine.

· Execution and implementation of the regulations issued by the Central Bank of the UAE and our in house AML policy and procedures. And educating the staff in the branch on AMLCTF and KYC policy and procedures.

· Around 1500 to 3000 customers will visit the branch on daily basis for different kind of services which includes money transfer to anywhere in the world through XPRESS MONEY, TELEX TRANSFERS, DRAFTS, WESTERN UNION, TRAVELEX, CREDIT CARDS BILLPAYMENTS & CASH ADVANCE, CORPORATE TRANSACTIONS, etc...

· Plus our allied products like National Bonds, Mashreq Millionaire, Air Arabia, Fly Dubai,Cashu cards, Loan payments for some selected Banks in the UAE, 
· Daily staff scheduling to ensure that the optimum number of staff are available 
· Submitting staff performance report to HO on quarterly basis 
· WPS from company registration till salary disbursal 

COMPANY:- EXCHANGE CENTRE LLC
Designation:-SUPERVISOR Grade IIJuly 2008-March 2010
· Supervising all the operational aspects at the counter.

· Giving proper training to all the new staff on the operations before allowing them to work on their own.

· Assisting all the staffin the day to day operations at the counter.

· Ensuring that all the customer are attended well at the counters and they are directed properly.

· Updating the registers and other records daily.

· Physically verifying closing balance of cashier and FC cashier before closing

· Generating day end report and submitting it to the higher authority 

· New corporate registration 

· Attending training and seminars and sharing the same with my fellow workers

COMPANY:- EXCHANGE CENTRE LLC
Designation:-Foreign Currency Cashier 

· .Purchasing and Selling of foreign currency at the counter 

· Purchasing and selling foreign currency in bulk amount from corporate customers

· Updating myself with the market trend to make margin from currency while buying and selling
· Updating myself with issuance of  new bank notes 
· Funding the excess funds to Head Office and generating reports

· Physically verifying balance at the closing and generating day end report

	TECHNICAL SKILLS


Web Page Designing & Graphics:
HTML/DHTML, CSS, Active Server Pages (using VB Scripting), Macromedia Flash5, JAVA Scripting, Macromedia Dream Weaver , Front Page & Adobe Photoshop.

Computer Skills:
Ms Windows 98, Me, XP, Ms Dos, Ms Windows 2000 Professional.TCP/IP, Local Area Network.Microsoft Office, Microsoft Access, Microsoft Front Page, Macromedia Dream weaver, Adobe Photo Shop.Visual Basic 6.0, C, C++, Cobol, Fortran, Pascal.

	EDUCATION


Bachelor of Computer Science Allama Iqbal Open University, Islamabad.

Fsc. Pakistan Education Academy, Dubai, U.A.E.

Matriculation Pakistan Education Academy, Dubai, U.A.E.

	PROFESSIONAL QUALIFICATION


· One Year Certificate in Computer Short Courses.

· Six months Training Course of E-Commerce.

· Complete Two months Graphics Course. 

	PROFESSIONAL EXPERIENCE


Bcs Project – Developed an online information system of Rawalpindi City:
· Information gathering from users about our project, documentation and testing. 

· Creates relational databases according to the users requirements.

· Designed and implemented the Microsoft Access database to hold data.

· Developed ASP software to utilize the database and give information to the users.

· Database connectivity through server site scripting.

· Animation work in some websites using Macromedia Flash & Swish.

Hardware and Software Troubleshooting
Completely construct the PC, selecting the hardware and configuring.

· Installing the operating systems and device drivers and other application packages.
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