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ABDUL









Mobile: Whatsapp +971504753686 / +919979971283
E-Mail : abdul.377096@2freemail.com 
Professional Profile

 Branch supervisor as well Branch Accounts Officer with activities of day to day operations 
Work Experience


Uae Exchange Center LLC (Dubai, Uae)
                                         February 2009 to Till the Date
UAE Exchange Centre LLC, an ISO 9001:2000 Company, is positioned as one of  the leading exchange houses in the Middle East, primarily focusing on money transfers and money exchange, strong network spreads across five continents expanding 30 countries with more than 650 direct offices & correspondent banking relationship with over 150 global banks.

Designation:
Branch Supervisor

Duties and Responsibilities as a Supervisor
· Tally the cahiers and generate their individual  reports 

· Respond the mail as per the queries

· Quote the rate for corporate and individual customers
· Execute the transactions for corporate customers
· Update EIRS and CMS based on the queries

· Co ordinate with Daily cash funding activities

· Prepare Daily sales report

· Act as FC dealer 
· Act as a Branch In charge in absence of BH and ABH

· Co ordinate with branch closing activities
· Generate reconciliation report for  Allied products

Designation: Branch Compliance Officer

Responsibilities and Duties

· Reply to the queries as per  the enquiry from AML department

· Update the circulars and knowledge mails to all service officers

· Verify all the customer registration on daily basis

· Verify all the High value vouchers

· Arrange all the High values and send central store for future reference

· Co ordinate with Internal and external auditors 
· Keep the track with retrieval of vouchers if the request raised by AML dept

· Keep updating regards new circulars for ANTY MONEY LAUNDREY 
Designation: Operations Service Officer / Teller
Responsibilities Handled As Operations Officer
·         Handling Branch Accounts 
·         Handling Smart pay salary pay out also registration
·         Handling Courier Reports 
· Handling Customers Compliances

· Handling Customer Transactions

· Handling Customer Enquiries

· Handling Opening NRE Bank Accounts For Indian Sectors                                                             
·          National Bonds & dispatching same to the National Bonds Corporation
·         First Gulf Bank certificate issuance and same will Dispatch to FGB 

·         Tallying the transactions of the terminal (WU)
· Handling the queries from the National Bonds Corporation Company

· Cross selling the Allied Products of the Company to the walking customers.
· Handling the Customers in the Lobby

· Handling Corporate  &  WPS Customers
· Reconciliation of  the ATM on daily basis

Responsibilities Handled As Teller

· Handling all kinds of Bank transfers, Western Union transfers and Express Money transfers with respect to the Central Bank’s AML Guidelines

· Handling Cash in both Payment and Receipts Mode

· Checking for Fake Currencies

· Processing and Issuing Certificates for the National Bonds 

· Processing the documents for the Mashreq Millionaire  Certificates

· Handling Cash Advances on Credit Card

· Handling WPS  - Salary disbursement (WPS registration, Funding, Payroll Preparation, Salary disbursement, Return Funding)

· Issuance & Purchase of all major Currency Travellers Cheque

· Camp transactions 

· Handling Corporate Registration & Transaction 
· Buying & Selling the Foreign Currencies & Funding the same to Forex  

· Funding the ATM Machine 

AS A FC CASHIER
· Handling all type of foreign currencies both in purchase and sale
· Fund the whole collected cash at branch in local and foreign currencies   
· Quoting market rates and book on the forex for the best deal
· Making the bundles for every denomination 
· Achieving the FC margin targets given by the company 
WPS IN CHARGE FOR BRANCH
· Preparing Registration for  walk in customer  and corporate under WPS

· Make arrangement and do rightness for Disbursal of salary

· Preparing SIF sheet for the month of salary

· Take the queries and sort out the problems

ACCOUNTS IN CHARGE FOR BRANCH
· Tally the entries and post payments and receipts for the day

· Monitoring the cash sheet of cashiers

· Prepare the Reports for each products at the end of the month 

· Make sure the shorts and excess for the day 
                DOCUMENT MANAGEMENT SYSTEM (DMS) 2009 FEB  TO  NOV 2009 

· Labeling all Employees  Document 
· Scanning all the labeled Document 
· All the scanned document  convert as file
· All the file upload to server called Omni Docs
Reliance BPO Pvt Ltd. ( CHENNAI )            Feb 2008 to June 2008
Reliance BPO is one of the world popular Top Leading  Co its group of  Anil Dhirubhai Ambani.
Designation: Customer Service Associate
Responsibilities Handled
· Respond the queries and information regarding product
· Informing  the product due date to the customer over the phone 
· Achieve the target for daily basis  
· Reach the customer at right Time and Date
· Reporting to team leader what has achieved at the end of the day
· Responding and all inbound and outbound calls regarding customer queries
AKASH ASSOCIATES 
(Mangalore) May 2005 –July 2006
COMMERCIAL ACCOUNTANT

One of the popular accountant in Mangalore city and focus in commercial accounts for various companies and al so regarding Tax.
Designation: Assistant Accountant

Responsibilities Handled:

· Prepare the necessary Account sheet for the clients
· Prepare and passed entries 

· Prepare profit and loss A/c, Trial Balance and Balance sheet
Academic & Technical Skills 
Bachelor of Commerce From Mangalore University
Diploma in Computer Application

Advance Diploma in Financial Accounting 

Key Strengths 
 

· Systematic approach in handling any situation

· Motivated and enthusiastic about maintaining good customer relationship 

· Flair for innovation and creativity

· Good communication skills

· Committed individual who firmly believes in "where's there's a will, there's a way."

Personal Particulars

Date of Birth


: 5th May 1983
Marital Status


: Married

Languages Known     

: English, Hindi, Malayam, Kannada, Tamil.




  Arabic can read and write fluently
Nationality


: Indian

Declaration

I hereby declare that the above given details are true to my knowledge.

Yours truly,

ABDUL 
