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Ahadhramy
	

	A multifaceted professional with short yet impressive track record in leading strategic business development initiatives and achieving productivity, profitability, efficiency and customer service goals. Seeking a challenging and growth-oriented profile in a reputed organization to contribute accrued skills, education, and experience in achievement of mutual objectives.


[image: image1.jpg]



EXECUTIVE MANAGEMENT PROFILE – Banking Operations/Credit Analysis/Administration/Customer Service
EXECUTIVE SYNOPSIS
· Comprehensive knowledge of the Bank’s lending requirements, credit cards and other banking products.

· A complete knowledge of documentation, drive to achieve administrative excellence and ability to communicate internally and externally to achieve desired results. 

· Effective team player with the ability to work individually and as a team with strong record of working in a multicultural environment, handling varied customers from different background.

· Excellent attention to detail, strong organizational skills and ability to manage a multitude of varied responsibilities and capacity to work in global setting.

· Highly adept with streamlining operations, overseeing day-to-day management of activities in diverse business environment and initiating cost-effective processes.
AWARDS & ACCOLADES
· Bestowed with several certificates of excellence for outstanding performance and dedicated services.
CORE SKILLS
	· Human Resource Management
	· Policy Formulation
	· Executive & General Management

	· Administrative
· Operation Management 
	· Cost-effective Solutions
· Report Generation
	· Organizational Discipline
· Channelizing Communication

	· Customer Service
	· Conflict Resolution
	· Competitor Analysis

	· Banking/Loan Process
	· Analytical Thinking
	· Communication & Presentation

	· Leadership
	· Motivation
	· Standardizing Policies & Procedures


PROFESSIONAL EXPERIENCE
Emirates National Bank of Dubai (ENBD)                                                                                        2015 -Present
Loan Disbursal Officer
Key Responsibilities:

· Providing administrative assistance with loan origination, processing, disbursal and ongoing commercial customer banking relationships with strong involvement in disbursing customers loan like personal loan, auto loan, home loan.

· Verifying and approved all necessary administrative protocols and credit analysis exercises associated with approval, disbursement, renewal and recovery of loans/credit for auto loan products.

· Tracking and followed up on new accounts and rejected incomplete applications and communicated with officers and other departments to resolve questions or issues.

· Examining documents and verify accuracy of borrower information in the file and disbursing loan according to approval.

· Enforcing and supporting all measure to improve bank's working processes including the verification of customer account and funds through finacle as well as CIF number in the Cibel CRM to pursue better results.

· Projecting a highly professional and customer friendly facade to clients, forging long term business relationships as a key impetus to expansion and growth. 

· Maintaining document tracking system, verifying accuracy of loan information, promptly updating data in system, and adding information in AECB repository for convenience of tracking number with name and account number.

· Checking the client’s financial obligations and credit worthiness; computing applicable charges to customer accounts, while complying with all Bank policies and guidelines and governmental regulations.
Ministry of the President Office Public Service, Tanzania                                                                        2013 -2014
Human Resource Officer
Key Responsibilities:

· Provided comprehensive service to business across various HR verticals; oversaw employee satisfaction and productivity as well as ensured that the workplace is always running efficiently.
· Responsible for operational delivery of HR services/ support to employees at all levels and strove to establish an efficient and effective Human Resource Management function in the organization.
· Key person for facilitating employee survey and recruitment as per organizational policies and financial and administrative procedures for employees.

· Collaborated with business heads and outlined precise recruitment requirement along with proposed budget and expected time frames to effectively meet organization’s manpower needs.

· Developed metrics to measure growth and performance and providing requisite reports to the management.

Pemba Island Hotel                                                                                                                                2008 -2009
Customer Service Supervisor
Key Responsibilities:

· Interacted with customers in a professional and courteous manner while managing day-to-day operations of the hotel effectively and efficiently. 

· Oversaw all facets of the client experience in a hotel, ensured clear communication pertaining their booking in the hotel and precisely recording customer details.

· Coordinated the check-in process, resolved issues that guests may have and develops programs optimize the customer experience.

EDUCATION
· Bachelors of Arts and Social Science from Zanzibar University, Zanzibar Tanzania – October 2011
GPA 3/5: 

Key subjects: Labor laws. Economics, Strategic management, communication skills, Customer care, Accounting, mathematics
TRAINING & CERTIFICATIONS
· 2010 -2011: Computer course in MS Window, Word, Excel, PowerPoint, Access, Publisher, Print Artist 

PERSONAL DETAILS

· Nationality : Tanzania
· Date of Birth : 21 February 1989
· Languages Known : Fluent in English, Arabic and Swahili
REFERENCES

· Available on Request

