OBJECTIVE

I am seeking long term employment in an organization where I can further enhance my skills, knowledge and experience to face and overcome the challenges of today’s working environment for mutual benefits.
SKILLED OCCUPATIONS
· Accounts
· Indoor Sales

· Human Resources

· Information Technology
· Banking Products Marketing
· Security and Loss prevention

· Branch Operations and Consumer Operations
PERSONAL DATA

Date of Birth

:


13th December 1978

Nationality

:


Pakistani

EDUCATION

· MBA (Banking And Finance)       
Newport University (Karachi)

· B.COM 
      


Karachi University

EXTRA QUALIFICATION

· Accountancy Peach Tree / Tally

· Tax and management

· Trade Certification as an Electrician from Government of Sindh, Karachi
· 3 Years Diploma of Associate Engineer in Electronic From Sindh Board Tech. Education

· Mearsk Certified Rubber Tyre Gentry & Ship to Shore Operator Course from Maritime Institute.

· OSHA Hazard Recognition Training Certified from university of California San Diego
I.T CERTIFICATION & OTHER COURSES

· CCNA  from CTTC      (Recognized and Microsoft Gold Awarded institute)

· Microsoft Certification
070-294 Active Directories, Planning, Implementing and Maintaining


072-270 Installing, Configuring and Administering Microsoft XP Professional

072-290 Installing, Configuring and Administering Microsoft Windows Server

072-291 Network Infrastructures, Planning, Managing and Maintaining


072-351 Internet Security & Acceleration, Configuration




· 1 Year Diploma in Information Technology (I.T) from Master Jee Computer Institute
· Computer Software Course Ms Office, Windows, Internet from Computer Collegiate
· Computer Hardware Courses from Khan Computer’s
EXPERIENCE(s)
(I) From 12 Oct 2012 to 2 June 2015                                                                                                

                               NIB BANK 

www.nibpk.com
As a Settlement & Reconciliation officer in Centralized Credit Operations Department

· Ensuring written confirmations are received for settlement of subject financing facility (unsecured Product). Now provide termination amount (principal, Markup-tentative date, Late payment charges, early payoff charges) ensuring settlement amount as provided credited to specific facility thereafter issue NOC for specific product account.

· Collateral Review of secured loans split into Mortgage, Cash against Car and Auto Loans. Review of the loan file to ensure title and closing conditions were met and that documentation is complete.  Review can be expanded to include retrieval of documents or policy as needed.

· Research financial record of Auto and Mortgage Loans, preparation of release documentation, coordination of execution of release from custodian and recording of lien release.

· Loss Endorsement (Write-Off in settlement short falls ) - Insures the continued priority of existing loan and process as per approval.

· Insurance cover renewals, insurance amounts adjusted against early settlements request for refund of premium paid.

· Repossession of Asset process initiated, thereof provide settlement after taking market value write off shortfall issue NOC on finalization of settlement.

· Recording services - Includes review of documents (Auto Lien), completion of all required cover documents and affidavits, Lien clearance/curative - Review of collateral file and title search to obtain payoffs, releases, and other documents required to cure title problems recording of difference regions.

· Loss Mitigation Endorsement (Rescheduling) - Insures the continued priority of existing loans whose terms were now being modified.

· Support Resolve queries and complaints to focus fulfill customer satisfaction standards / regulatory requirements.

· Resolve branches loans queries and In collections typically plays a key role to providing administrative duties To ensure all transactions performed are in compliance with Bank’s guidelines and policies all settlement transactions are processed correctly and in a timely manner.

· Practice fundamental settlement officer tasks such as entering information manually on computer databases, verifying information, reconciling GL balances and vouchers , printing reports, processing management fees and performing any task needed to help senior officers.
(II) From 1st Mar 2010 to 23 July 2012                                                          

                                             UROOJ ART PRESS 

As a administration officer 
Management experience in retail and a passion for customer services, Feedback from clients ensuring the highest levels of customer service for maximum sales, coordinate with a variety of different departments to maintain stock, brand and products

· Stock maintain ( Inventory & engineering instruments)
· Purchase and sales invoice

· Customer Account maintenance

· Computerized Accounting

· Reconciliation (Bank, Customer / Supplier)

· Income Statement

· Balance sheet

· Sales Tax and invoice
(III)  17 Mar 2006 to 5 May 2009 & 23 Oct 2009 to 20 Feb 2010                          LTD (Formally Saudi Pak Comm. Bank)
· Migration activities, Branches, HR and Consumer Loans 

· Loan Activities Disbursements, Installments and Termination

· MIS : Disbursed loans, Insurance policies received or outstanding, Terminated loans
(IV) From 3 May 2005 to 13 Mar 2006                                                     
                                                                     Alfalah Ltd           

In the Capacity of “Trainee” (free lancer),In Consumer Operation Department having responsibilities
· Processing of applications

· Filling legal documents

· CIB reporting

· Data check reporting

· Verification reporting

· Cheque’s lodging.

· Maintaining Safe-In & Safe-Out.
(V) From 1 Jan 2004 to 30th June 2004 _                                                                                                                                    Bank N.A.

As a Customer Relationship Officer
· To provide customer support services

· To resolve customer queries & escalation of issues to  appropriate level

· Applications collection & processing
(VI) From 16 Aug 2002 to 17 Oct 2003                                                                                                    
                Express Computer’s

As a Computer Hardware Engineer having responsibilities
· PC assembling

· PC troubleshooting

· Software installations

(VII) From 1 Sep 2001 to 31 July 2002                                                                                            

                     Computers Bank

Computer solution & service provider Company

As a Computer Hardware Engineer having responsibilities
· Desktop support

· Hardware and Software installations

· PC Troubleshooting
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