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 BREIF OVERVIEW
· Tostrive to be best in professional and personal.

· To achieve goals through patience, consistency, hardwork.

· To apply and integrate the knowledge and skills learned,effectively in a job environment.
· Great ability toestablish successful working relationships internally and externally.
· Have good training and presentation skills.

· Excellent interpersonal and administrative skills. 

PERSONAL STRENGTHS
· Quick learner,focusedand achievement oriented.
· Self-motivated with good interpersonal and communication skills.
· Flexible,hardworking, straight forward.
· Dedicated to the company’s objectives.
· Belief in team work.
CAREER GRAPH
LLC, Dubai (From March 2009 to till date)
Sr.CUSTOMER SERVICE OFFICER > FOREIGN CURRENCY TELLER

Job Responsibilities:
1.   Front Line Customer Service:
· To greet and thank customers in official manner with pleasant smile. 
· To hear customers remittance needs with patience and full attention.
· To complete the customer’s needs with great perfection within short time.
· To receive the customers remittance related complaints and follow up them daily.
· To solve and inform the status of the issues to the customers.
· To check the currency rates and update regularly tothe Corporate clients.
· To receive the enquiries over the telephone politely and give positive reply.
 2.    Corporate Customer Service :

· To receive the e-mails from corporate clients regarding remittance and currency needs.
· To perform the corporate transactions accurately and collect the cheque and verify it.
· To check the availability of the Corporate client's currency needs and arrange it quickly and give e-mail notification and telephonic information.
· To make regular visits to Corporates and take deals from them.
· To be vigilant in caring the corporate company data and secured information.
· To file the Corporate company details and update them periodically.
· To check the corporate transaction status regularly and solve the issues shortly.
To check the availability of SORT CODE for remittance to Honk Kong UK etc.

3. Cash Handling:
· Physical cash balance verification to be performed before opening of cash counter and after closing hours.
· To be very careful to protect login passwords.
· To ensure that cash accepted at counters from customers tallies with the amount on the receipt presentedby them.
· To be vigilant and ensure that all necessary steps are initiated on obtaining any counterfeit note.
· To be extra care to keep the cash in drop safe box and ensure that it is closed before leaving from safe box room.
4. BRANCH OPERATIONS :

· To check the availability of SORT CODE for remittance to Honk Kong, UK etc.

· To check the availability of IBAN number for transactions in UAE, Europe etc.

· To check the correctness of SWIFT / BIC code for corporate remittance routing through

      Major Banks.


· To follow up the credit status of remitting Bank.

· To handle the enquiries and complaints of individual and corporates.
· To inform new updates about the products to the customers regularly.

· To perform Western Union and Express Money transactions.
· Promoting NationalBondssales.
· To make sure that all transactions arein compliance with THE CENTRAL BANK OF UAE.
5. Foreign Currency Handling :
· To accept all major currencies andgive equivalent localcurrency as per market rate.
· To checkthe security features of the foreign currencies like US Dollar, Euro, British pound,Chinese Yuan, Gulf currencies etc.
· To be vigilant   and ensure that all necessary steps are   initiated on obtaining any   counterfeit note.
· To follow the ANTI MONEY LAUNDERINGrules and regulations provided by 
THE CENTRAL BANK OF UAEduringlarge volume transactions.
Kassim Nets- Nagercoil, Tamil Nadu, India (from April2007 to June 2008)
Relationship Executive

Job Responsibilities:
· Customer service and cash operation.

· Handling bank transactions.

· Preparing purchase orders and invoices.

· Preparing daily, weekly, monthly reports.

     ACADEMIC AND PROFESSIONAL QUALIFICATIONS

· B.Sc. -  First classGraduation with distinction – Manonmaniam Sundaranar
      University, TamilNadu, India.

· Diploma in MS Office – Data Point Computer Education, Tamil Nadu, India.
· Programming languages- C, C++, and HTML.
  TRAININGS ATTENDED

· CUTOMER SERVICE SERIES TRAINING.
· FOREIGN CURRENCIES ‘Security Features’ identification.
· NATIONAL BONDS SALES & SERVICE.
· ANTI MONEY LAUNDERING.
· WESTERN UNION &XPRESS MONEYTransfers.
AWARDS & INTEREST
· Got Best Employee Award in 2011& 2012.

· Got CUSTOMER SERVICE CHAMPION AWARDin 2012&2014 for outstanding customer service and customer appreciation.
· Won Certificates in Literary and Cultural programmes from School, Social Clubs and Inter College competitions.

· Attended ADVANCED SCIENCE INVENTION seminars.
· Interest in Reading, Gardening and Playing Cricket.
PERSONAL INFORMATION
           Date of birth

:
17-March-1986.
           Nationality

:
Indian.
Sex


:
Male.
           Religion


:
Muslim.
Marital status

:
Married
Languages known
:
English, Hindi, Tamil, Malayalam,&Arabic (Read& Write).
