` 


[image: image1.emf]   

 

 


	SUMMARY

	Experienced Customer Services Agent with a demonstrated history of working in the financial services industry. Skilled in Management, Payments, Management Information Systems (MIS), Training, and Finance. Strong finance professional with a Additional Specialization in Human Resource Management. 

	EXPERIENCE

	DEBT COLLECTOR  (Standard Chartered Bank)                                                    July 2016 – Feb 2017  Trust Lawyer & Legal Consultants. Sharjah, UAE
Responsibilities:               
· Handle legal operations and procedures related to recovery of overdue receivables

· Organize list according to severity of delinquency

· Providing clients with guidance in resolving their outstanding debt.

· Monitoring the amount paid off by debtors and making sure it’s to an agreed level

· Maintaining concise notes for each call to a customer

· Initiate repossession proceedings or hand over account to law practice that specializes in debt collection

· Tracing of Receivables through various Media.

· Initiate repossession proceedings or hand over account to law practice that specializes in debt collection

· Working closely with Higher Management in order to streamline policies and working techniques

· Maintain control over accounting transactions.


	CAMPUS MANAGER                                                                                              Sep 2013 – August 2015  Virtual University of Pakistan Main Campus Sheikhupura, Pakistan      

Responsibilities:                                                                          

· Planning & Implementation of Marketing Strategy, approving marketing material such as pamphlet, newspaper advertisement, banners, billboard & general information designs.

· Budget planning semi annually and annually
· Colleges/ Companies visit to conducted presentations, seminars & stalls for programs offered.
· Providing University head office market report on potential courses to be launched in next session or future. 
· Arrange Educational / Career counseling seminars Colleges and Schools.
· Companies visit for introduction of Professional Certification
· Monitor financials on daily basis such as collection of fee, promotional and maintenance expenses.
· Staff Management, Checking students report on daily basis and provide assistance to inactive and freeze status students for re-continuation of studies.
· Arranging Contract with companies for internship & career opportunities for students.
· Managing Government registration matters.


	BANKING OFFICER                                                                                              Mar 2008 – April 2012         The Bank of Punjab Main Branch Sheikhupura, Pakistan       

Responsibilities:                                

· Visit to potential parties and opening their bank account. 
· Ensure to deliver consistently high level of customer service and effectively deal with the customer queries in order to maintain high degree of customer satisfaction.
· Selling substantial loans and trade products to the potential account holders.

· Disbursal of Loans as per the approval Corporate and retail. Input of limits and its maintenance, reallocation, reinstatement, cancellation, reduction and enhancement of limits.
· Maintain allotted account portfolios ensuring excellent customer service and minimized financial risk

· Credit review and analysis; support preparation of credit proposal (Consumer/ Corporate); facility renewal and support.
· Overall management of trade related inquires and complaints involving Export and Import Letter of Credit, Guarantees, Inward and Outward bills for collection.
· A detailed understanding of routing of funds through SWIFT (Society for Worldwide Interbank Financial Telecommunication) and advising clients on essentials of the same. 
· Compliance with internal procedure manuals, group policies and procedures, State Bank of Pakistan policies and procedures Support to General Banking Operations

· Foreign remittances (Payments received through exchange companies) payments and credit to accounts.
· Reporting of Foreign Currency Daily/Monthly statements to State Bank. 
· Provide support to banking operational staff.


	ASSISTANT TECHNICAL OFFICER                                                                      Mar 2007– Mar 2008       Atlas Honda Limited (contract with MCCC) Sheikhupura, Pakistan
Responsibilities:

· Processing visit request, planning visit minutes, managing visit arrangements.

· Organizing official meetings, assurance of equipment availability, preparing meeting minutes.
· Managed and controlled telecommunication department billing, improved response time by introduction of speed dial system.
· Reduced 25% of monthly communication cost by introduction of VPN service.
· Managing inward/outward register, distribution of inward mails to concerned departments, reconciliation of courier service bill.
· Ensuring housekeeping, CCTV cameras functioning and admin office equipment working.  

	ADMIN ASSISTANT                                                                                                 Sep 2005 – Feb 2007         
Malik Board & Paper  Mill Sheikhupura, Pakistan
Responsibilities:

· Maintenance of vendor’s accounts & preparing vendor payments schedules.
· Salaries Preparation & Disbursement, vouching and managing computerized attendance.

· Designing, Upgrading & Implementing training course for new recruits.
· Designed and implemented security procedures and regular security inspection.  


	EDUCATION

	April 2015 - Additional Specialization in Human Resource Management (HRM)                

Virtual University of Pakistan
Sep 2010 - Master of Business Administration in Finance (MBA)
Virtual University of Pakistan 
April 2006 ​- Bachelor of Commerce (B.Com)                                                                    University of the Punjab                                                                   
August 2002 - F.Sc.(Pre-Engineering) (HSSC)                                        Govt. Degree College Sheikhupura
June 2000 - Matriculation (Science) (SSC)                        Board of Intermediate & Secondary Education Lahore

	PROFESSONAL TRAINING

	FOREIGN EXCHANGE TRADE PROCESSING TRAINING (15DAYS)                                                     July 2009

The Bank Of Punjab Trade Processing Regional branch Gujranwala, Pakistan

GENERAL BANKING TRAINING (10 Days)                                                                                             August 2008

The Bank Of Punjab Operations Training Institute Lahore, Pakistan

	ACHIEVEMENT

	2008 - 2011 Nominated by Head Office The Bank Of Punjab Head Agriculture Department, Pakistan
For 2008 - 2009 Government Green Tractor Balloting Scheme.

 2006 – 2007 Certificate of Achievement  Atlas Honda” ALA-MAYAR CIRCLE CONVENTION” Pakistan 

For 25% Cut down in Communication Cost 

	COMPUTER SKILLS

	· Tally ERP 9 & Peachtree Accounting

· Wired & Wireless Networking

· Web browsing
	· CRM
· MS Office 2007 and above
· Skip Tracing, Negotiating, Follow-ups

	LANGUAGES

	Can fluently Speak, Read and Write.                                                              
	        English & Urdu

	PERSONAL INFORMATION

	Date of birth                         
Marital status                                           Gender                     
	21st June, 1983                                                                     Single                                                                     
Male                                                                                                                                                       


SuNNY 


Email Address: � HYPERLINK "mailto:sunny.355505@2freemail.com" �sunny.355505@2freemail.com� 
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