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             MOIZ 
E-Mail: moiz.368836@2freemail.com 
	Objective:


	Seeking a challenging opportunity as a contributing member in a Corporation, where I can utilize my academic knowledge and professional skills to achieve a bright prospect by being an asset for the organization and achieve growth and development together.



	Work Experience:

              
	DUBAI ISLAMIC BANK (DIB) (July 2016 to Present)

Working as a Mail Management Unit Officer in COD

Responsible for:

· To maintain a high level of internal control to both internal as well as external customers, in accordance with the banks’ procedures.

· Centralize handling of customer letters.

· Marking account as Block (Upon receiving request/orders from branches)

· Activation of Block/Dormant account (Upon receiving request from branches)

· To contribute towards Updation & implementation of the Policies and Procedures for Retail banking Operations time to time.

· To assist Manager in development of polices and procedure till completion.

· Projects based tasks assigned to me by line Manager and ensure timely completion of the same.

SAMBA BANK LIMITED (SBL) ( May 2013 to August 2014)

Worked as a Phone Banking Officer.

Responsible for:

· To handle calls accurately, efficiently and with courtesy as per the standard set by the SambaPhone Management.
· Resolve customer issues and queries in the minimum possible time frame.

· Highlight the issue to concerns which is raised by the customers.

· Doing the necessity by highlighting customer issues through email by sending it to TL, Manager & relevant Department for resolution.
· ATM monitoring all over Pakistan.

· Maintaining SOL Monitoring, IVR Monitoring, Call Recording Monitoring and System Downtime Reports and sending it to TL & Manager on Daily Basis.
Achievements:
1. Completed the module on Understanding and Managing Fraud by scoring 75%.
2. Completed one day training on Microsoft Excel – Basic to Advanced.
3. Attended the training workshop on Customer Service Excellence.
4. Achieved 99.47% Courtesy and 98.53% Accuracy for the year and Maintained Service Level above the target in shifts.
5. Joined sambaphone as an inputter and after 3 months achieved the level of Authorizer and supervising maintenance activities.
UNITED BANK LIMITED (UBL) ( Jan 2013 to May 2013)
Worked as a Phone Banking Officer.

Responsible for:

· To handle calls accurately

· Resolve all customer issues responsibly

· Guide customers for UBL products

· Assisted to transfer funds between two accounts

· Assisted customer to locate all bank branches and ATM on phone
IMPL -Internet Marketing Pvt. Ltd  (Feb 2010 to Jan 2011)                   
Worked as a Business Development Executive.

Responsible for:

· Have to make all the import documents
· Pricing Structure
· Coordinate shipping schedules and delivery of merchandise and services
· Participate in marketing events such as seminars, trade shows, and telemarketing events.
· Have to make all agreements.


	Education:
	· 2010: IELTS (over all band score: 6.5)
· 2014: Bachelor of Commerce (B.COM) from University of Karachi

· 2007: Higher Secondary Education (HSC) from Bahria Foundation College

· 2005: Secondary School Certificate (SSC) from St. Paul’s High School



	Computer Skills:
	MS OFFICE 97,98 & 2000

Internet

	Interpersonal Skills:
	· Dedicated and hardworking

· Ambitious

· Capable of working with work load

· Command over written and spoken English

· Developed communication skills

· Ability to work independently

· Creative thinking

· Team player

	Personal Details:


	Date of Birth   : 19-02-1988
Marital Status  : Married
Nationality      : Pakistani

Religion          : Islam

Domicile        : Karachi (8922/08)

PRC:               : Karachi (9060/08)
Languages      : English & Urdu


	Interests:


	Music, Reading books, Surfing net, Sports etc.

	Reference:
	To be furnished on request.


