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                 Assistant Manager HBL - Pakistan

Aims & Ambitions

Seeking an inspirational career with challenges, in an energetic environment, where performance is rewarded. 

Employment History (Total Experience: 8 years)

April '2014 – to date Karachi, Cash Officer 

Roles and Responsibilities

· Process all customer transaction of FCY, LCY and bearer instruments.

· LCY & FCY Cash Deposits and Withdrawals 

· Signature Verification

· Over the counter remittance (pay orders & draft etc)

· Issuance of Prize Bond  

· Processing all cheques deposits (all outward clearing instrument)

· Issuance of Travelers Cheques 

· Encashment of Travelers Cheques

· Treasury reporting for FCY transaction

· Exchange cash between Tellers 

· Exchange cash between Teller and Manager Tellers & Services

· Exchange Cash for Customers
· Credit Card,  Debit Card, Personal Investment (Banncassurance), & Auto Loan Sales also include in to my business targets by providing Managemen
· Cash Handling  for share subscriptions

April' 26, 2013 - April' 07, 2014 HBL – 1549 Gulshan –E- Iqbal Block 5, Cash Officer

Roles and Responsibilities

· Process all customer transaction of LCY and bearer instruments.

· LCY  Cash Deposits and Withdrawals 

· Signature Verification

· Over the counter remittance (pay orders & draft etc)

· Issuance of Prize Bond  

· Exchange cash between Tellers 

· Exchange cash between Teller and Manager Tellers & Services

· Exchange Cash for Customers
Nov' 10, 2011 - April' 20, 2013 HBL Sindh University Branch, Jamshoro, Clearing & Remittance Officer

Roles and Responsibilities

· Process all Inward & Outward Clearing transaction 

· Process all Inward & Outward Clearing Return

· Signature Verification

· Over the counter remittance (pay orders & draft etc)

· Resolve/coordinate all branch/front office queries in an efficiently  

· Receive and process remittance application form for “Local Funds Transfer” from the Customers

· Scrutiny of the application form properly 

· Ensure that proper commission on the drafts/ remittance operation has been properly collected

· Proper maintenance of draft stationary

· Ensure that stock is sufficient enough in the branch

· Dual custody of all remittance stationary and inventory with Manager Operations

· Processing of salary/bulk transfers through system

Jan' 07th, 2007 - Nov' 10th, 2011 Habib Bank Limited, Project Admin Officer, Infrastructure Services (IS)

Roles and Responsibilities

· Reporting the status of all running projects within IS Division to the Divisional Head. 

· Provide support to Manage Network Infrastructure, System Project

· Project Documentation, Tracking and Monitoring

·  Manage Inventory Management and inspection and verification
· Prepare, communicate and monitor the activity plans.

· Keeping the project documentation updated.

· Collect and prepare necessary reports related to the Project Management.

· Track and resolve issues with the HBL team and any outsourced vendors.

· Organize project related meetings and events.

· Document and communicate the Meeting minutes. 

· Prepare financial documents for approval of the senior management. 

· Prepare Service Level Agreements, with the consent of Legal department of the bank.

· Prepare procurement documents.

· Prepare and implement Testing procedures with consent of technical experts.    

Dec, 20th 2005 – Dec, 10th, 2006 Scientific technology International, as Office Administrator & Senior Sales 
Executives.

Roles and Responsibilities

· Established relationship with customers and manufacturer/principals.

· Provided prompt, courteous and personalized service to customers.

· Make proposal/quotations against customers’ requirements.

· Complete import of machines/plants.

· Restructuring the customers problems & resolve the problems (Before & after sale).

· Arrange different seminars in hotels related to new enhancement/technology in.

·  Pharmaceuticals Machineries/plant.

· Arrange and manage exhibition stalls.

· Manage all administrative work.

· To maintain office assets/stock.

· Retain inventories to make a minutes of meeting

· Identifies business opportunities by identifying prospects and evaluating their position in the industry; researching and analyzing sales options.

· Sells products by establishing contact and developing relationships with prospects; recommending solutions.

· Maintains relationships with clients by providing support, information, and guidance; researching and recommending new opportunities; recommending profit and service improvements.

· Identifies product improvements or new products by remaining current on industry trends, market activities, and competitors.

· Prepares reports by collecting, analyzing, and summarizing information.

· Maintains quality service by establishing and enforcing organization standards.

· Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; benchmarking state-of-the-art practices; participating in professional societies.

· Contributes to team effort by accomplishing related results as needed.

Skills/Qualifications: Presentation Skills, Client Relationships, Emphasizing Excellence, Energy Level, Negotiation, Prospecting Skills, Meeting Sales Goals, Creativity, Sales Planning, Independence, Motivation for Sales
Academic Qualifications 

2005 – 2006    
 Masters in Public Administration – Sindh University Jamshoro

Additional Courses / Trainings 

· PMP Training (35 PDUs) at Sir Syed University of Engineering and Technology

· Achieving Superior Services (Up Lifting Service By HBL)  

· Tellers Training Program (HBL L&D)

· Cash Handling Program (HBL L&D Karachi)

· Dos, windows (1998, 2000, XP)

· MS-office (1998, 2000, 2003, XP)

· H.T.M.L & flash 05

· Computer Hard Ware Course

· Network plus

· MCSA 2000
· Management Skills For Executive Secretaries

Personal Information
D.O.B

 08/09/1982

Religion

Islam

Visa Status
Visit 
Marital Status            Married 
