Cover letter

Dear Hiring Manager, 

Currently, I am seeking an association with a company that can benefit from my expertise as a competent Relationship officer and team member with excellent organization and communication skills, an outstanding work ethic, I believe I am qualified for the position in your company and the ability to work equally well in both team-oriented and self-directed environment.

My professional work experience as a customer relationship officer at United Bank Ltd, Muslim Commercial Bank and internship at National Bank of Pakistan was particularly valuable as it taught me the importance of teamwork and communication with colleagues and customers.

I have enclosed my resume for your review. Thank you for your time and consideration.

It would be a pleasure to interview with you and I look forward to hearing from you soon. 

Thanking of you in anticipation. 

Yours truly,

AMBREEN 
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AMBREEN 
E-mail: ambreen.351725@2freemail.com  

OBJECTIVE:

To secure a position in financial services organisation which provides an opportunity to utilise my skills and help me acquire competence for a successful career in the industry.

PERSONAL DETAILS:

Gender:             Female
Date of Birth:
   24th Oct, 1991
Marital Status:  Single

PERSONAL TRAITS:

· Patronised
· Energetic, Hard Working and Friendly Personality
· Ability to handle multiple tasks
· Capable of Working under Minimum Supervision as well
· Self-motivate
WORKING EXPERIENCE:
· United Bank Ltd:
Working as Relationship Manager from Aug-2015 to date
Responsibilities:
· Setting up meetings with new clients 
· Researching the latest products and regulations 
· Looking for new sales opportunities
· Maintained and expanded existing client relationships.
· Resolving customer queries and issues.
· MCB Bank Ltd:
Working as a Customer Relationship Officer from Oct 2013 to Aug 2015.
Responsibilities:
· Outbound calls to clients of MCB.
· Screening of Inbound calls.
· Feedback evaluation of Complains and suggestive actions.

Internship :


· National Bank of Pakistan


ACADEMIC QUALIFICATIONS:
· MBS (Masters in Business Studies)
Institution:         Virtual University, Lahore Campus
Major Subjects: Marketing , Human
 Resources , Finance
Session:

     2014
· Bachelors of Commerce in Information Technology
Institution: University of the Punjab, Lahore
Major Subjects: Commerce Subjects
Session: 
     2011
· Intermediate in Commerce
Institution: Ayesha Degree College, Lahore
Major Subjects: Commerce Subjects
Session: 
     2009
· Matriculation
Institution: Govt. Kinnaird high School, Lahore
Major Subjects: Computer Science
Session: 
    2007


SKILLS:

· Professional Skills
· Good Communication, negotiation & presentation Skills
· Well marketing of financial services to the potential clients. And providing support to the team members as an SENIOR TEAM LEADER.
 
· Computer Skills
· Microsoft Office Advance Full Package  

INTEREST:
· Books reading
· Travelling

LANGUAGES:
Verbal and written English, Urdu and Punjabi.
*References will be available upon request
