NAEEMA

E-mail: naeema.382182@2freemail.com 
M.com(hons)/MPhil qualified from recognized university, The University of Punjab
Confident, fluent communicator and entrepreneurial mindset, having phenomenal record of achieving the targets, award winning education, debate competition winner, best artist award winner and event organizer. Hands on experience in the field of banking, management and sales (B2B and B2C). Trade activities handling import and export, letter of credit, account opening using T24, Weboc and payroll management in Oracle financial master data management.
EMPLOYMENT HISTORY
· Associate Relationship Manager - Trade Department Customer Relationship Officer - Banking Operations Business Development Officer-Sales Department Bank Alfalah Limited (PAK)
June-2017 to May 2018
· Assistant HR Manager - HR Functions and Activities AL-Hamd Traders (PAK)
May-2013 to March 2017
· Internship in JS Bank (PAK) 12 weeks
ACHIVIEMENTS & RESPONSIBILITIES Bank Alfalah Limited (PAK)
Trade department:
· Opening letter of credit, bank contract, issuing NOC for shipment, checking shipping guarantee documents, preparing export proceed, realization certificates, negotiate the exchange rate with treasury, certification of import and export form through WEBOC, trade functions through BPM, import and export payments, checking the validated of invoice, goods description foam, credit limit of client and incoterm.
Debited the customer accounts through T24, signing the trade documents and put the verification stamp. Monthly and Quarterly trade report preparations submitted to State Bank of Pakistan. Handling with advance payments of exports and keep the record, achieve trade targets through identifying and realizing business opportunity in trade financing and other related trade financial solutions under Bank leading guidelines.
Bankinp, Operation:
· Updated Bank Alfalah relevant policies and procedure under SBP guideline regarding account opening. Assist and inform customers about Bank policies, products and requirements regarding different type of accounts in order to provide the best customer service and to develop business, maintained files and folders on daily basis and ensured that error free account opening (individual and payroll). Responsible for account opening / scrutiny of account opening account receipt of initial deposit input to the system and generate the account number by using T24.Ensure that required KYC documentation as required under SBP prudential regulations is obtain kept in the record and put into the system, issuance of various certificates, Zakat declaration foam, dormant activation and account closing by using T24.Cheque Book handling, Nadra verysis. Bio metrics, activation of EOBI cards. Ensure that the prescribe procedure in respect of specimen signature card.
Sales Department:
· Identifying target market, conduct campaign regarding Bank Credit Cards. Cold calling to the customer and providing the Bank regarding Credit cards, Investment plans, auto loans and Banka Insurance. Target potential customer and met the depository targets, Banka sales target credit card selling as devised by Branch management. Identify cross selling opportunity and make referrals to sales staff to promote banking products and other differentiated banking solution. Handle customer inquiries and deliver customer focused solutions.
AL-HAMO Trader
Assistant HR Manager:
· Worked under the HR Manager to facilitate all Hr. functions and programs. Address issues rise by current employees and new hire employees organized and scheduled orientations and coordinating other HR functions such as training and development. Data analysis and reporting regarding employee's productivity. Administrating employee's health and welfares plan, enrollment's changes and termination. Assistant HR Manager in the recruitment process, and appraisal benefits any changes and termination process and performance review also. Conduct trainings to new employees and existing employees, inform all employees regarding any change in upper level management, announcement via E-mail and telephone.
SKILLS/COMPETE NTCEIS
· Well versed with T24, WEBOC, ORACLE PAYROLL
· Proficient with MS Excel, Word Power point & Outlook
· Proficient in documentation and report writing
· Ability to handle and manage confidential data
· Excellent interpersonal skills, proven track record of integrity & honesty
· Ability to push idea, can undergo any change required for improvement
ACADAMIC QUALIFICATION
· M.com (Hons)/MPhil major in Management Qualified (2017)
University of Punjab, Hailey College of Commerce (PAK)
· Bachelors in Commerce (B.Com-2013)
The University of Punjab
Personal Profile
Date of Birth: 18 - July -1993 Nationality: Pakistani Passport  Months (Visit Visa)
