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Saeed 

Email: saeed-389848@2freemail.com
SUMMARY OF QUALIFICATIONS:

An articulate, detail orientated and capable head teller, administrator and customer service executive who is professional in appearance as well as communication, and who has a long history of providing customers with a personalized relationship-driven service. I have no problem maintaining a friendly and positive attitude whilst assisting customers with their banking needs. On a personal level I possess good judgment, and the ability to accept responsibility and handle confidential information safely. I have extensive experience of handling all kinds of payments, traveler’s checks, telephone transfers, direct deposits, cash advances and ATM card requests. As an expert on advising customers on how to make the most of their money, I can always be relied upon by my employers to maximize profitable relationships with customers. Over five years experience as a bank teller, highly experienced in money transfer (Western union ,Money gram ,Xpress Money ,Instant cash ,ARY speed Remit ,EZ Remit ,Coin star).

 Right now I am looking for a suitable position with your bank that wants to recruit talented people who have a track record of achievement.
· PROFESSIONAL EXPERIENCE:

May 2009 – Present

Al-Fardan Exchange

Dubai, UAE
Chief Teller / Admin Assistant Manager.
The Main Responsibilities:
Develop forecasts, financial objectives and business plans. Meet goals and metrics. Manage budget and allocate funds appropriately. Bring out the best of branch’s personnel by providing training, coaching, development and motivation. Locate areas of improvement and propose corrective actions that meet challenges and leverage growth opportunities. Share knowledge with other branches and headquarters on effective practices, competitive intelligence, business opportunities and needs. Address customer and employee satisfaction issues promptly. Process customer transactions. For example, money orders, process deposits into customer accounts.  Also I am responsible for checking customers' identification to verify that customers are who they say they are, and that they have authority to access certain accounts. When customers telephone the branch, I may be responsible for researching customers’ account information and providing answers to their questions, also answer customers’ questions about different types of queries.  As a head teller, I supervise other workers. For example, I am setting the work schedules and train the new tellers and assist the branch Manager in guiding branch office staff by providing quality service to members, through sales and service of products with the expectation of meeting or exceeding branch and individual goals. I am recording transactions by logging other special services; preparing currency transaction reports. Additionally, should customers have complaints about the services or the processing of a transaction; I am always working with customers to resolve the issues. At the end of the business day, I count money in their drawers and ensure that the money balances against money they started the day with and transactions they processed for customers during the day. If their drawers do not balance, I may work overtime re-calculating transactions and the cash in their drawers until their drawers balance.
Key Accomplishments:
- Established good working relationships with customers/clients.
-Reconciled cash drawer at the end of each shift, my book keeping error rates were the lowest in the branch.

- Promoted to the drive thru teller because of my customer service speed of handling transactions and accuracy of transaction. Averaged 20 transactions an hour. 

- Achieved success in pulling out a fraudulent activity by endorsing check verification process

- Achieved an appreciation certificate by the company for ‘Excellent Customer Service’ while working with the company’s auditing team and assisting client’s financial analysis.

Jan 2007 – March 2009

Alfa fuel General Trading Company.

Dubai, UAE
Accountant.
The Main Responsibilities:
Performed accounts payable functions for construction expenses. Managed vendor accounts, generating weekly on demand cheques. Managed financial departments with responsibility for Budgets, Forecasting, Payroll, Accounts Payable and Receivable. Created budgets and forecasts for the management group. Ensured compliance with accounting deadlines. Prepared  company accounts and tax returns for audit. Coordinated monthly payroll functions for the employees. Liaised with bankers, insurers and solicitors regarding financial transactions.

Key Accomplishments:
- Appreciated at work for proficiency in using PeopleSoft and the company’s comparative finance information system

- Proved to be one of the top employees who submitted every due report before time

- With strong and persuasive interpersonal and communication skills, always succeeded in explaining and making people without financial expertise understand any/all company financial policies and procedures.
EDUCATIONAL BACKGROUND:

 Oct 2001 - May2005 Faculty of Commerce, Tanta, Egypt
· Bachelor of Commerce. 

Banking Skills List

· Answer Client Questions

· Banking Software

· Bilingual

· Cash Drawer Maintenance

· Checking Account Deposit

· Checking Account Withdrawal

· Computer Programs

· Communications

· Cross Sales of Service

· Customer Relations

· Customer Service

· Deposits

· Directing Customers

· Making Change

· Math

· Microsoft Office

· Money Handling

· Positive Atmosphere

· Record keeping

· Transaction Inquiries

· Verifying Transactions
Achievements:
· Experience of process change in a controlled environment.

· Knowledge of financial year end procedures, reports, deadlines and penalties for late submissions

· Ability to carry out project work as required
PERSONAL DATA:
· Nationality
:    
Egyptian

· Marital Status
:  
Married

· Date of Birth 
: 
01/01/1982 

· Visa Statu
:
Residence Visa
