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ZAHID SALEEM

`
Overview

A person with strong financial, Credit and Administrative skills, qualified in computer, working with an international Bank (HABIB BANK LIMITED) as a Branch Manager.

Relevant Employment History
	Certificate / Degree
	Board / University
	Year
	Major Subjects
	Marks
	Div
	%Age

	MBA (Finance)
	Sarhad University Peshawar
	2003-05


	Finance
	3.28 GPA
	1st
	73%

	PGD-IT
	Govt. Gordon College Rawalpindi.
	2002-02
	Information Technology.
	785/1500
	1st
	60%

	B. COM
	Punjab University Lahore
	2000-01
	Commerce
	770/1500
	2nd
	59%

	I. COM
	Rawalpindi
	1998-99
	Commerce
	683/1100
	1st
	62%



Relevant Employment History
	DESIGNATION
	organization 

name
	PERIOD
	DURATION

	Branch Manager
	HABIB BANK LIMITED 
	6 years & Continue
	April 2008 to upto date

	Accountant / Admin officer
	Ms. Pace International (Construction Co.) Islamabad
	2 Months
	Aug 2005 to Oct.2005

	Accountant
	M/s Shad Enterprises (Construction Co.) Islamabad.
	8 Months
	Dec.2004 to Aug. 2005

	 Accountant 
	M/s Capital Builders (Construction Co.) Islamabad
	3 years
	Dec.2001 to Dec.2004



Training.
· 3 months basic banking training (Operation, Product, Credit & Service) HABIB BANK LTD
· Credit Process & Procedure with HABIB BANK LTD.
· HBL-Small Business Finance Training 
· 3 months practical training with Allied Bank of Pakistan (ABL).
· 30 Working Days of classroom training on branch banking at Management Development Institute of HBL at Islamabad.

·  15 days on the job rotational training at HBL Main branch Muzaffarabad and HBL Bagh branch Bagh.

· 01 day workshops attend on grooming & personality development.

· 15 days workshop on basic banking at management Development Institute of HBL at Islamabad.

·  2 Days workshop on customer service conducted by HBL

· Two days training “Up Your Service (Rohn Coughs man)” held at PC Hotel MZD.
· Two Days “ERP” MISYS program training held at Mir Continental Muzaffarabad
Brief Description of Employment History.

	Designation
	Company
	Period
	Duration

	Branch Manager
	HABIB BANK LIMITED 
	6 years & Continue
	April 2008 to upto date


Job Responsibilities.
· Over all surveillance of the branch.
· Supervision on all internal working in both ways i.e in Mysis system and  physical way

· Daily checking of branch working, security system ,CCTV camera, branch’s system etc

· Drafting and correspondence with Head office like AML, KYC, Account opening etc

· NTB and fresh account opening, Deposit in high cost, low cost, CD etc 

· Marketing and selling of the products for the development of business.

· Target achievements in all segments of the branch.

· Correspondence related to the branch.
· To responsible for all the financial activities of the branch. 

· Booking of Fresh Finance, Commercial, Agri and Consumer Loan.

· Monitoring all the steps until disbursement of loan.

· Recovery of M/up and NPL

· Prepare periodical Statements regarding all financial matters of the branch.

· To responsible for Operational activities of the branch
· To prepare all the statements and correspondence regarding finance and operations.
· Using Misys System for supervision and accounts opening and other surveillance
· Development business activities and market to new potential customers 
Supporting Responsibilities 

· Working in operational department.  
· Cash handling.
· Clearing and remittances.
· Out word & local bills collection.
· Account opening.
· Research and recommendations for development of new lending products
·  Issuance of delivery products
	Designation
	Company
	Period
	Duration

	Accountant / Admin officer
	Ms. Pace International (Construction Co.) Islamabad
	2 Months
	Aug 2005 to   8th October.2005


Job Responsibilities.

· Keeping and managing all the filing system manually and computerized.

· Keep the records of all receipts and payments by making proper vouchers and posting it on the relevant books of accounts.

· Prepare all the records in proper files.

· Preparing all the financial Statements.

· Attending all the meetings on the behalf of seniors.

· Performing all administration duties.

	Designation
	Company
	Period
	Duration

	Accountant
	M/s Shad Enterprises (Construction Co.) Islamabad.
	8 Months
	Dec.2004 to Aug. 2005


Job Responsibilities.

· Responsible for the petty cash and keep the record of it.
· Handling all the cash receipts vouchers, Cash payment vouchers bank receipts/payment vouchers,

Preparing the payroll for employees and all Admin staff. And make the payments through Cheaque or Cash etc.

· Keeping all the records in proper files.

· All the records keep ready (Manually and Database) for the internal Auditors when they required inspecting it after every 3 months.
	Designation
	Company
	Period
	Duration

	         Accountant 
	M/s Capital Builders (Construction Co.) Islamabad
	3 years
	15th Dec.2001 to 

20th Dec.2004




Job Responsibilities.

· Making the entries in journal, ledger, Cashbook and Bank A/c etc. on the daily basis manual based accounting system.
· Receive the Suppliers bills, checking the bills and than make the arrangement of payment.
· Preparing the payments vouchers / Receipts vouchers. Keep the record of payment made through Cheque or Cash.
· Cheque disbursement.
· Bank dealing i/c TT, DD, opening of account, transfer of amount from one bank to another bank etc.
· Preparing the payroll of employees and labours etc.
· Performing all the Admin duties. And keep the full attention on all the activities.
· Preparing the drafts, letter etc on MS Word etc Making reports on MS Excel
· Using MS PowerPoint, Ms Access, MS outlook, Checking E.mails, browsing, surfing by using the internet etc.
· Responsible for keeping all the financial data / records in safe custody.
· Preparing the Income tax of employees and paid tax every month. Income tax Return files every year in the month of September. 
Language Skills

· English-
 Fluent Spoken & written.

· Urdu -
Fluent Spoken & Written

· Hindko- 
Fluent Spoken 

Computer Skills

· Typing Speed 35 w.p.m

· 1 Year Diploma in Information Technology 
· Window XP-7 etc Ms Office (Word, Excel, PowerPoint, Access, outlook)
· Internet  (Email, surfing, browsing etc)
Driving Skills
· LTV Driving licence holder (Light Transport vehicle and motorcycle)
Personal Attitudes.

· Honest, hard worker & punctual
· Management and Leadership skills
· Ability to solve problem with peace and cool mind.
· Effective customer care, Problem solving & decision-making
· Team building, Performance improvements
· Analysis about the culture of an organization
· Presentation skills, Interpersonal communication
     �








Name 





ZAHID SALEEM





Father’s Name





Muhammad Saleem khan





Date of Birth.





06-01-1980





C.N.I.C #





37405-0342935-5





Nationality.





Pakistani





Contact Numbers.





00971-0552199065





E.mail 





� HYPERLINK "mailto:Zahidsaleem360@gmail.com" �Zahidsaleem360@gmail.com�
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