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	Summary


Over 8 years, work experience as an operations assistant in cards operations  including in CROPS department (Central Operations representative) A/c Opening . 

Objectives:

I am seeking a challenging career in a reputable Organization where I can apply my intellect and skills besides enhancing my capabilities as a professional.
	Education


· Successfully completed H.S.S.C II (Higher secondary ) from H.H. Sheikh Rashid Higher Sec school, Dubai 2004.
· Successfully completed Bachelors Degree (Marketing Management) in the year 2009, from ROCHVILLE UNIVERSITY.(Washington) USA by 3.19 GPA.

	Certification


· Certified in MICROSOFT Office, Excel, Internet and Graphics Designing.
	Professional Experience




IPSOS CONSULTANCY  (January 2005 to March 2007)
Designation: Customer service auditor in assessment department.
Responsibilities :
· Customer service surveys and customer service auditing of various branches and different departments of banks, major outlets and famous brands.

· Customer service auditing of government authorities (i.e. Economic department, abu dhabi and dubai chamber of commerce and industry and AEWA(Abu Dhabhi electricity and water authority)

· Preparation and Submission and survey reports and auditing reports online.

· Coordination with project analysts.
· Data Entry for the survey reports.

        RAK BANK ( NATIONAL BANK OF RAS AL KHAIMAH ) 




 

 ( May 2008 till March 2016 Date )

Designation: Operations Assistant Cards Operations Department.
· Undartake review of all BAU Credit Card applications / Instant Money applications / SPCL  Applications received from PB Credit for processing.
· Assess Credit Applications sourced as per Pre- approved lists and ensure that it confirms to the criteria for Pre- Approved Cards. Forward applications complete in all respects to Card Risk Superiors.
· Forward all Applications pending for documents / information with relevant updates to New Accounts Units for updating in the system.
· Assess limit  increase, upgrade / downgrade requests, renewal of cards requests, etc and  forward requests complete in all respects to superiors for authorisation.
· Ensure completeness and correctness of documents as per Cards PPG.
· Deliver efficient and quality services to both internal and external customers that meet or exceed agreed service standards.
· Handling of enquiries from phone banking, DSA and Branches regarding status of applications.
· Ensure adherence to service standards as set out in the service level agreement.
· Channel feedback on credit policies , target segment, quality of applications received, and deviations of policy change.
· Processing Rak Elite, SME ,RAK Select customers based on the basis of Average balances.
· Handling Secured Card applications FD of all banking customers.
· Ability to apply good analytical skills while reviewing card applications and establish their suitability against credit policy.
· Ability to identify fraud applications, and take necessary steps to protect Bank's interests.
· Ability to handle exceptional processess / large volume of business and maintain service quality.
Occasional responsibilities and Accountabilities:(CROPS DEPARTMENT) ACCOUNT OPENING
· Work closely with all staff in Card Operations and Central operations (COPS) to ensure smooth process and feedback.
· Preparations and submissions of all DLS reports to the superiors in COPS department.
· Address any internal / external audit findings/ recommendations
· Checking of information in (WORLD CHECK, BO REPORTS and CENTRAL BANK CHECK) to safeguard bank and keep upto-date of Critical Customer informations.
· Maintain up-to-date working knowledge of all relevant banking products, procedures and policies.
· Share knowledge / experience of overall procedures of banking products with PB Credit and CROPS department.
· Work as a team member with A/c opening unit and A/c services unit team members to ensure Operating of A/c department requirements.
