Email:   Shaheen.336742.@2freemail.com 

Dear Management 

I am applying for the Branch Administration Manager Position advertised within Albaraka Bank and I would like to submit my documents for that purpose. I am convinced that I would bring a managerial skill to the position as a leadership role that would be beneficial to Old Mutual.

The following is a brief summary of my experience that can be elaborated in my attached Curriculum Vitae:
· I have gained extensive experience of understanding the manner and approach in which        to communicate with our clients. I feel that with this know how; I would be able to implement it within a team at Albaraka Bank. 

· I have acclaimed certificates in Islamic Law, Junior and Middle Management Program, coupled with 16 years of dedicated on the job experience, which stands me in good stead for the position within Albaraka Bank.
· I have maintained a remarkable record based on my Quality Performance within Albaraka Bank.
I believe that both my skills and personal attributes match the requirements you seek for this role and that I would be able to effectively contribute to the team and the organisation. My peers perceive me to be a friendly and confident individual, who is hardworking and focused, flexible and organized someone who works well under pressure.  I build healthy working relationships with fellow colleagues and am able to communicate with people on all levels.  I believe I am a 'team-player' who understands the value of communication and strives to maintain the highest service levels.                    
 
I would appreciate the opportunity to meet with you to discuss my application and look forward to hearing from you soon.
 
Kind Regards
Shaheen 
Last updated November 2011
Personal Profile  

I am a person who looks forward to a challenge. It is my belief that success in achieving my target requires the focusing of my energy efficiently. I strongly believe and maintain that each and every situation must be approached in a different approach. 

I believe my strengths include a full focus in meeting targets set, to always tackle work in an orderly and meticulous manner, to maintain respect, courtesy and honesty towards clients as they are the most important aspects in any company or business, to always be reliable, respectful and supportive to all my colleagues, to always make a special effort when necessary and without a doubt be relied on to execute and implement all tasks assigned to me. Given my past experience, I find that I work well under pressure. I communicate well with my peers and thus promote excellent teamwork, which I feel must be present in order to take the company in which I work to new heights. 

Objectives  

· To create an environment where people are motivated to perform
· Determine the vision and expectation of the employee and agree on a performance objective

· To set clear performance standards 

· To ensure performance objectives are measurable

· Develop a clear action plan with target dates

· To clarify the role of both parties to achieve the performance objectives

Academic History

	 Education / Training
	Institution & Course

	Tertiary Education
	2012: FAIS RE5 Certificate

2010: INSETA TSF – FAIS Accreditation (60 credits) NQF5
2009: IOB – Junior Management Programme (JAMM)

2008: University of KZN – Certificate in Islamic Law

1992: Proteaville Technical College – Management (N4. N5, N6)

 

	Secondary Education
	Belgravia Senior School
1990

Subjects:

· English
· Afrikaans

· Mathematics

· Accounting

· Biology

· History

	Training
	Courses
· 2011: Customer Service

· 2010: Equation 
· 2009: Deloitte - Business Etiquette

· 2007: Psaros - Skills for New Managers & Supervisors

· 2006: Technilaw – Health and Safety Representatives

· 2005: Albaraka Bank – Money Laundering

· 2005: Albaraka Bank – FAIS Training

· 2000: Dynamix Computer Training – Microsoft Advanced


Computer/IT Skills

	Software
	Tool
	Proficiency

	Office Applications
	MS Word
	Advanced

	
	MS Excel
	Advanced

	
	MS PowerPoint
	Advanced

	Operating System
	* Windows 2007, Windows XP, 
	Advanced


Employment History

	1. Employer
	Albaraka Bank

	Role
	Branch Administration Manager

	Period Worked
	2003 - Current

	Role Summary
	Responsible for treasury, banking operational activities, customer service, know your client, cash flow projections, administration, general building maintenance and supervision of all banking and administrative personnel. Management and supervision of seven admin/banking staff.

	Responsibilities
	Administration

· Oversees all branch banking staff in the execution of their duties.

· Monitors branch alarms systems.

· Controls branch key register.

· Attends to customer complaints.
· Conducts monthly branch security checks

Operations

· Responsible for branch teller functions

· Checks all data input for correction

· Responsible for all branch control stationery.

· Ensures that relative reports are sent to Head Office when required.

· Controls all pledge investment accounts and the pledge register of the branch.

· Controls the branch FAEF suspense account.

· Oversees daily EBA procedures.

· Controls and monitors the procedure for deceased clients

Training

· Conducts weekly training sessions with staff on policies, procedures and recent audit findings.
· Ensure that all procedures related to banking are adhered to
· Ensures that training registers are completed and forwarded to Head Office
Reporting

· Check daily automated reports
· Identifies suspicious transactions and reports as per the bank’s procedure
· Accountable for responses required for audit reports, applicable to investments and branch banking
· Controls and monitors the process of FICA documents being scanned on EDMS, FICA envelopes, COSIGN timeously.
· Actioning DT (Enterprise) Reports

· API Reports

· Saving Closure / Blocked Reports

· Monitoring Premature W/D – Notice Period

Treasury

· Controls the cash management of the branch.(ordering and clearing of cash)

· Co signatory on issue of branch bank cheques.

· Authorises cashing of ABL cheques
· Co custodian ATM

· Co custodian post dated cheques register

· Co signatory EFT payments
· Confirms Treasury excess authorization  

Building & IT Equipment Maintenance

· Ensures banking hall is presentable at all times
· Ensures tenant rental is collected timeously
· Liase with building:
1. Window cleaning services
2.  Air conditioning
3. Carpet cleaning
4. Plumbing & Electrical Services
5. Plant Services
6. Sanitary Services
· Liase with IT:
1. Telephones/switchboard
2. Generator
3. UPS
4. Data cabling
5. Surveillance Cameras
6. Rates Board
7. Branch Server
8. Video conferencing
9. Advertising display
10. Computer Equipment/ User Access



	2. Employer
	Albaraka Bank

	Role
	Internal Sales Consultant

	Period Worked
	2000-2003

	Role Summary
	Responsible for marketing/selling bank’s assets, liabilities and fee income products. Attend to walk in clients and visit clients by appointment to achieve the aforementioned

	Responsibilities
	Administration
· Submit weekly activity reports to Branch Manager detailing all interactions with clients

· Identify and reports any suspicious transactions to Branch Manager

· Complete and submits all finance applications to branch Credit Department for approval in order to deliver efficient client service.
· Finalise all investment applications for processing and submission to the Branch Manager/Administrator.
Sales
· Achieves monthly sales targets by cross selling finance and investment products

· Acquires new clients and promoting the bank in all given opportunities 
Marketing
· Attends and supports client functions and events
· Promotes selected banking products in the banking hall
Customer Service
· Maintains existing clients relations
· Attend to all clients financial requests and queries
· Provide an efficient and effective service to all clients


	3. Employer 
	Albaraka Bank

	Role
	Investment Clerk

	Period Worked
	1997 – 2000

	Role Summary
	To provide continuous effective administrative support to all clients (internal and external) in our pursuit of excellent client service delivery

	Responsibilities
	Administration
· Reconcile all entries on the Athlone branch’s ABSA bank account statement on a daily basis which include unpaid cheques and untraced deposit which need to be referred to the Branch Manager

· Control Branch petty cash by processing payments made and balancing at the end of the day
· Ensure that client’s diarised instructions is acted upon
· Ensure that daily processing of banking entries is balanced


	4. Employer
	Albaraka Bank

	Role
	Teller

	Period Worked
	1995-1997

	Role Summary
	Attends to all client deposit and withdrawal requests, by ensuring that funds taken in and paid away are correct by balancing at the end of the day, in the interest of excellent client service

	Responsibilities
	Administration
· Balance daily processed work at the end of the day to ensure that all cash is in order
· Process bank account entries to ensure that the relevant clients accounts are credited/debited accordingly

· Prepare daily ABSA deposit and clearance of excess branch cash to ensure that we stay within our prescribed cash holdings limit

· Ensure that all security procedures are adhered to minimize any risk to the bank

· Process post dated cheques to relevant debtor/investor accounts

· Control the collection and input of branch daily backup tapes for safe storage


