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10+ years of core experience in Leasing and consumer Banking, sales, Customer Services, Administaration,legal and Recovery sector 

Seeking an opportunity in Dynamic Organization / Financial Institutions 
In Credit / Operations / Business Development / Administration / Customer Service/Sales
FORTE
· Interacting with various business and functional groups to ensure smooth & timely resolution of complaints leading to customer satisfaction.

· Ability to understand the critical needs/requirements of customer and contribute towards resolving the issues. 

· Ability to manage and motivate my team.

· Able to handle multiple tasks at one time.

· Managing the team activities and share peculiar cases with the team on routine basis.

· Initiate process improvements to build internal commitment and external credibility.

· Multilanguage (English, Urdu).
· An efficient organizer, excellent with numbers and in presentation skills.
· A people’s person having entrepreneurial bent of mind and acute awareness of business processes and political trends which influence the way business is done.
•      Inventory Control
•     Retail Banking Fulfillment

•      Effective Administration
•     Risk & Control Assessment

•      Productivity Enhancements
•     Incident Analysis & Reporting

•      Records Management
•     Problem Analysis & Resolution

PROFESSIONAL EXPERIENCE
Mubarak Debt Collection, UAE


          ( Dec 16 2013 Till Date )
Office Administrator / Customer Services

( Legal & Recovery )
Role and Responsibilities:
· Accounts: Cash accounts handling, Book keeping, recording of transactions, client billings, reconciliation of cash/bank accounts/receivable/payable, maintaining audit trail for future audit requirements, posting monthly closing entries.     
· Office Correspondence: Drafting letters, applications, e-mails etc.

· Procurement: Management of all purchase & procurement requirements.

· Infrastructure Management: Management of office facilities for smooth running of business.

· Record Management: Keep all the physical/electronic records appropriately for instant retrieval.

· Human Resources & Payroll: Fulfillment of WPS activities, employee on boarding and Legal formalities.
· Monitoring processes & MIS maintenance on Daily, Weekly, Monthly and Quarterly                  basis.
· To escalate issues of significant importance to senior
CITI BANK N.A PAKISTAN
Office Administrator / Customer Services










(MAY 2008 – Dec 2012
(Legal & Recovery)
Role and Responsibilities:
· Monitoring processes & MIS maintenance on Daily, Weekly, Monthly and Quarterly basis.

· Implementation of Departmental Control Function Check list.

· Ongoing feed back to Management.

· Settlements of Accounts.

· Monitor the current market situation & financial position.

· Handling Internal and External audits.

· Strong coordination with other departments.

· Manage Against Bank cases and effectively dispose them off.

· Circulation and briefing on SBP regulations time by time.

· Handle the cases/Fir’s against bank staff very effectively and smoothly.

· Handling of difficult customers effectively.

· Proactively handle customer complaints and ensure superior service delivery.

· To escalate issues of significant importance to seniors.

ORIX LEASING PAKISTAN LTD
Assistant Consumer Auto Division 


( SEP 2006 To FEB 2008)
Role and Responsibilities:
· To collect the collection of sales twice in a month (15th and 30th).
· To kept a close eye on number of days of every dealer.

· To have check over the dealers performance.

· To find new business opportunities to increase value & volume sales.

· To have close eye on sales and marketing activities of competitors.To handle customer problems.
· Handling of difficult customers effectively.

TABROS PHARMACUTICAL
Territory Sales Manager  



( July 2003 To Aug 2006 )

Role and Responsibilities:

· Perform the best selling efforts to improve the monthly sale volume.
· Maintain the daily DCTC.

· Daily visits 6 Consultant Doctors in the morning and 6 in the evening.

· Daily visits of at least 15 Pharmacies.

· Meat the monthly targets to achieve the monthly Incentives.

· Visit the small towns around the city to enhance the sale volume 4 times in a month.

· To have close eye on sale and marketing activities of competitors, To 
· handle customer problems.
                                                  COMPUTER SKILLS
· Proficient in Microsoft Excel(advanced), PowerPoint & Word

· Familiar with banking applications such as, 

· SAP for procurement and accounts payable

· Flex Cube for core banking 

· Prime and Card Pac for card management

· Alim for dispatch and delivery management

· CRM for complaints handling

· E-source(p2p) for purchase management

                                      TRAINING UNDERGONE
· AML (Anti Money Laundering).

· KYC (Knowing Your Customer).

· Attended Various Training Programs on Team Building. 
                                        EDUCATIONAL QUALIFICATION
· Bachelors In Arts
2002

Punjab University
Lahore

Pakistan.

· I.Com
(Intermediate in Commerce)

1999

B I S C


Faisalabad
Pakistan.

· Matriculation
1997

B I S C


Faisalabad
Pakistan.

                                                  EXTRA QUAILITIES

IELTS 



     British Counsel 

IT Skills

Microsoft Word, Excel, PowerPoint MS

Access, Outlook, Internet and operating systems like DOS & Windows

Language: 


  URDU, ENGLISH, ARBIC

                                              PERSONAL INFORMATION
· D.O.B: 

26th January 1982
· Place of Birth: 
Faisalabad, Pakistan
· Nationality:
Pakistani
· Marital Status:
Married
· Driving Licence:
Pakistani 

· Visa Status: 
Employment Visa






