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	Personal Summary 
	Having over 8 years of Operational Banking experience as Assistant Manager in a busy high street branch of Bank Al-Habib Ltd. Possessing the required leadership and dynamism necessary to provide a quality service of the highest order and the efficiency to drive products competitive advantage. Comprehensive knowledge of the banking industry and its procedures as well as having the ability to aim high, think smart and act fast. Currently looking for a position with a progressive, ambitious and reputable organization.

	Career History 
	2007- 2015
Bank Al-Habib Ltd
Islamabad , Pakistan 
Assistant Manager 
Managing and leading bank staff to deliver exceptional customer service in a busy high street branch. Working hard to bring in new customers and boost the bank's profits.  Aiming to treat the bank customers with honesty and openness and to offer them clear straightforward advice by recommending only those products that fit our customers' needs
· Identifying the needs of customers and then working hard to meet or even exceed them. 

· Working hard to market and sell the bank products like Saving/Current Accounts, loans etc. 

· Monitoring customer accounts. 

· Maintaining all quality and procedural standards within the branch. 

· Keeping an eye on competitor activity. 

· Managing the day to day running of the branch. 

· Setting and achieving targets, and to ensure they are met. 

· Implementing policies that build trust between the bank and its customers. 

· Motivating, leading, training and supervising bank staff and making sure that staff follow rules and procedures to prevent fraud.
· Visiting business Customers. 
· Coordinate activities among different branches all over the country.

· Create and analyze management information and reports.

· Responsible for attaining established Bank goals through active participation in sales management and officer call programs.
· Participates in community affairs to increase the Bank's visibility and to enhance new and existing business opportunities.


	
	2005- 2007
Associated Consultancy Centre


Islamabad , Pakistan
Assistant Manager Finance 
· Allocated and managed the funds for different projects 

· Dealt with financial institution/banks for investment and advances 

· Maintained the payroll of employees of the company. Reviewed and approved all monthly payroll transaction in order to ascertain that all payments are accounted for in the financial system.
· Reviewed the reconciliation of payroll accounts to ensure data accuracy; ensure all the relevant ledger accounts had been adjusted and correctly processed.
· Supervised the analysis, summarization and maintenance of general ledger accounts and develop the chart of accounts for the entity.
· Overseen the daily operations of the function including review of all payments, processing related to suppliers and maintenance of payment records and fixed asset register.
· Managed the cash flow of the entity.
· Liaised with external auditors and third party advisors and supported the year-end financial audit, providing consolidated statutory accounts and audit files where required by external auditors.
· Provided guidance to direct reporting staff in the development, analysis and preparation of reports in line with the established policies and procedures, reviewed accounting reports for accuracy and completeness.
· Overseen the compilation and validation of the integrated accounts payable information for all functions of the entity.
· Formulated strategic and long-term business plans.

	Education
	2005-2007                    MBA-Finance
                                       Federal Urdu University of Arts Science        &Technology , Islamabad
2003-2004                     B.Com 
                                      Punjab University Lahore


Computer Skills          

Operating Systems:           Windows XP, Windows 2000

Software / Applications:       Microsoft Office XP, Microsoft Office 2000, MS Word, MS Access,                                                  Internet Explorer, Outlook, Outlook Express, PowerPoint, Banking software.
Key Competencies and Skills
	Customer retention
	National banking
	Management Information

	Portfolio management
	Change management
	Client relations

	Negotiating skills
	Decision making
	Corporate Banking

	Investments
	Project management
	


Personal information 
Nationality: Pakistani

DOB: April 6, 1983
Marital status: Married
Languages: English and Urdu 

