The Personnel / HR Department
Dubai
Dear Sir

Subject:  Job Application

Having found a vacancy of my interests, within your prestigious organization, I would like to submit my candidature for the same. My qualifications and experience have been mentioned in the attached resume. Please do not hesitate to contact me in any of my contact modes mentioned if my resume appeals to the post vacant within your organization.

Thanking you in anticipation.
Yours Sincerely
RADEENA 

RADEENA 

Radeena.32896@2freemail.com


        Objective

To contribute and be a part of a dynamic consulting firm and continuously strives towards meeting new challenges. To achieve personal development by being accountable & responsible to the assigned task for a suitable post commensurate to my education, experience and skills with positive team attitude enthusiasm to build up my career
   Personal Skills
· Result-oriented and dedicated to the job on hand.

· An ability to communicate without any hassles.

· Flexible to learn new technique & skills to accentuate the workflow.

· Ability to work under pressure to meet deadlines.

· Can handle stress without panic.

· Excellent interpersonal skills.

· Excellent project management skills
Work Experience

ABUDHABI COMMERCIAL BANK 

Experience   :   5 years
Position/Title:
Team Leader – Payments
Responsibilities:

Processing of Inward / Outward clearing of cheques.

Processing of DDS
Processing of Foreign inward Bill collection

Processing of AED & Foreign currency outward payments and Inward Payments
Accounting reconciliation

Handling all types of enquiries /customer complaints received through emails & phone calls.

Efficient work flow management, assigning tasks to the team, performance monitoring & improving processes.
Daily MIS reporting

Monitoring risk within the unit and reporting any such cases and also take corrective actions to recover the money
Develop resource plan on a regular basis

Organize weekly productivity meeting with the unit members
Testing (UAT) Systems and Processes for the unit. Raising CR (Change Request) and validating system changes. 
Reviewing the processes and policies related to the payments department.
ROYAL BANK OF SCOTLAND
Experience   :   3 years
Position/Title:
Banking Assistant – Corporate Account Services

Responsibilities:

Tracking of documents received from different departments

Verifying the documents required for opening the company accounts

Interact with RM’s and the C.S.O’s to complete the documentation required for A/c opening& A/c maintenance

Capturing the customer information using SCORE & FINACLE applications

Uploading the Foreign Exchange rates on daily basis using SCORE, CORE Banking & TRENDS Applications

Follow up with the vendor and arrange for cheque books for the customers

Handling queries of different departments via mails & calls regarding a/c maintenance

Updating MIS on a daily basis
ABN AMRO BANK
Experience   :   4 months
Position/Title:
Banking Assistant- Credit cards & Loans Operations

Responsibilities:

Checking the name of the customers in Internal Blacklist, Central Bank Blacklist and World check website, and in case of any hit sending the same to compliance for their approval.

Verifying the credit card & loans application forms

Input the customer data’s on to the system
Education
Master in Business Administration – Finance- 2011

Manipal University, Academic City, Dubai
Bachelor in Commerce - 2008

M.G University, Knowledge Village, Dubai.
Higher Secondary School - 2005

Gulf Model School, Dubai UAE

Software proficiency

· Microsoft Office Professional package

· Accounting packages-Tally & Peachtree
Trainings Attended

· “Developing & motivating teams” course conducted by Human development solutions

· “Process improvement “ course conducted by IIR Middle East

· “Active operation Management “ by AOMi.
· Compliance foundation , Fraud Control & Operation Risk by ADCB

· Time Management course conducted by ADCB

· Presentation Skills by Human Development Solutions

Personal Details

Date of birth

:
24 Sep 1987

Nationality

:
Indian 

Gender


:
Female

Marital Status

:
Single 

Drivers License             :             Yes – Light motor vehicle [Automatic] 
Languages Known         :            English, Malayalam, Hindi and Arabic moderately
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