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	Head of Operations
	
	Job Responsibilities :

	2010 – May 19th 2016
Abu Dhabi Islamic Bank  – Khalidiya Ladies Branch
	
	· Managing the Teller & back office functions to ensure the quality service to customers by projecting corporate's professional image, maintenance of operationals controls and continious improvement for operational and service efficiency.

	
	
	· Operations Support, Review,control & approval

	
	
	· Staff Management-coordination

	
	
	· Staff performance appraisal

	
	
	· Management of Service delivery

	Head of Consumer Finance
	
	Job Responsibilities :

	2003 – 2010

Abu Dhabi Islamic Bank  – Khalidiya Ladies Branch
	
	SALES – MANAGEMENT OF SERVICE DELIVERY

· Interact with customers for sale of financial products by ensuring service efficiency and by adherence to best service standards.

	
	
	· Guide , support and instruct staff involved in sale of financial product activities for better performance in service delivery to ensure customer satisfaction.

	
	
	OPERATIONS SUPPORT,REVIEW, CONTROL &APPROVAL

	
	
	· Prepare applications for sale of financial products in line with credit & operational policies& procedures.

	
	
	· Ensure that documentation required as per credit & operational policies& procedures is both provided and accurate prior to forwarding customer credit file to central operations for further processing.

	
	
	· Review and approve ( where required jointly with the manager) work processes documentations and system input reports, accomplished  on account of sale of financial products, by financial service staff .

	
	
	· Recommend related workflow changes for greater efficiency.

	
	
	STAFF MANAGEMENT – COORDINATION

	
	
	· Coordinate the accomplishments of staff training, motivation, counseling and staff individual appraisals through the manager to ensure that staffs perform as per expected behaviours.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	ECADEMIC QUALIFICATIONS

	
	
	

	1992-1996
	
	Bachelor in Science – Chemistry/Zoology

	
	
	University of Khartoum  -   Sudan

	
	
	

	1997-1998
	
	Diploma in Computer Sciences

	
	
	ACTS Computer Institute-  Khartoum  Sudan

	
	
	

	SKILLS

	
	
	· Computer skills

	
	
	· Thorough knowledge of retail credit & operational policies & procedures

	
	
	· Good knowledge of UAE banking practices < regulations & risks.

	
	
	· General Awarness of the competitors in the local market.

	
	
	· Fair knowledge of the service standards.

	
	
	· Training skills.

	
	
	· Sales skills

	
	
	· Management information skills

	
	
	· Computer skills

	
	
	

	
	
	Office

	
	
	· Draft letters, memos, faxes in English & Arabic

	
	
	· Create spreadsheets and databases

	
	
	· File documents manually and electronically

	
	
	· Manage time and work

	
	
	

	Training Courses
	
	

	
	
	· Professional   Business Writing. 

	
	
	· Marketing & Selling Techniques. 

	
	
	· Fundamentals of Islamic Banking

	
	
	· Islamic Banking Retail Products

	
	
	· Customer Service Skills

	
	
	· Anti Money Laundering

	
	
	· Presentation Skills

	
	
	· ADIB Products

	Languages
	
	

	
	
	· Arabic

	
	
	· English

	
	
	

	PERSONAL DATA
	
	

	Nationality
	
	SUDANESE

	Birth Date
	
	27 AUGUST 1973

	Marital Status
	
	Married

	Visa Status
	
	Residence visa , Husband’s sponsorship

	
	
	


