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OBJECTIVE
Seeking a challenging position in Foreign Trade Department / Branch Operations Department and Sales & Marketing to prove my worth in this organization.
PROFESSIONAL EXPERIENCES:
Effective and efficient handling of day-to-day operations related to FT&GTY function at the Regional Office in line with the applicable rules, procedures and controls.
Job Achievements In Faysal Bank  Limited A Subsidiary Of  DMI Geneva.

Worked as Officer Grade – I   ( 2008 – 2013 ).

Trade Finances

Worked as Officer Trade Finance in Trade Processing Centre based here in Lahore with ERF portfolio of Rs. 7.500 Billion (Approx) and Own Source / Commercial Finances of Rs. 5.000 Billion (Approx) of Central & North Region Branches.
Primary Responsibilities were as under:-
· Disbursement of Finances under SBP ERF (Part I & II)

· Disbursement of Finances from Bank’s Own Sources

· Disbursement of Finances under SBP LTFF Scheme

· Disbursement of Finances under SBP Financing Scheme for Flood Affected Areas

· Disbursement of Finances under SBP Financing Facility for Storage of Agriculture  
· Preparation of EE/EF Statements for fixation of Limit under ERF-II

· Liaison with SBP with regard to modifications in scheme / implementation of Policies
· Correspondence with other regions

· Providing Expert Opinions / Guidance to Branches
 LC RETIREMENT
· First Scrutiny Of Import Documents (Foreign-Usance Local Sight And Usance).

· Advising Receipt Of Documents /Discrepancies Observed In Import Documents To Client. 

· Preparation Of Offering Sheet To Obtain Approval For Delivery Of Documents Against Customer's Acceptance.

· Obtaining Customer's Acceptance And Delivery Of Documents Against Acceptance.

· Advising Maturity Dates To Banks.

· Maintenance /Updating Maturity Schedule For Foreign And Local Bills.

· Advising Maturity Dates To Clients For Arrangements Of Funds.

· Lodgment Of Import Bills (Local Sight And Usance).

· Foreign Remittance Against Documents Received Against Import Contract (D/A Basis)

· Issuance Of Shipping Guarantee (Sight + Usance  L/C ) And Maintenance Of Shipping Guarantee Register.
· Endorsement Of Non-Negotiable Import Documents (Usance-By Air)

· Preparation Of SWIFT Messages Regarding Import Usance / Sight Bills.
· First Scrutiny Of LC Opening Documents.

· Preparation Of Offering Sheet To Obtain Approval For Establishment Of Letter Of Credits Or Amendment To Letter Of Credits (Local & Foreign).

LC OPENING

· Full Responsibility Regarding Completion Of Competent Authority Approval Related To LC Opening Desk

             Preparation of L/C Text using SWIFT. MT700, MT707, MT799 
REMITTANCES:
 Job Achievements In Faysal Bank  Limited A Subsidiary Of  DMI Geneva.
Worked as Officer Grade – II   ( 2004 – 2007 ).
Worked as a Senior Supervisor in General Operations and Conventional Banking
· Responsible For Operation Of SWIFT Messages

· Payments/Receipts Including WAN Transactions

· Inward/Outward Remittances Of LCY And FCY

· Issuance Of Pay Orders/Demand Drafts/Travelers Cheques In Applicable Currencies

· Reporting Of US Dollar Bonds And Proper Submission Of Funds To Respective Banks

· Conversion Of FCY And Its Reporting To Treasury Monitoring Of Unclaimed Pay Orders/Demand Drafts And Standing Order

· Recovery Of Charges On FCY Deposits On Daily Basis.

· Correspondence On Outstanding Issues Of The Department.

· Payments/Recording Of Western Union Transactions.

· Monthly FCY Reporting To SBP By 3rd Of Every Month

· Telegraphic Transfer.

· Reconciliation And Rectification Of Inter Branch And Nostro Accounts, 

· Transfer Of Funds And Cheques Funds Transfer Application

· Collection Of Cheques.

SALES & MARKETING:
Job Achievements In Personal Loan, Auto Loan & Credit Card                                     Retail Banking Askari Commercial Bank Limited. (2002-2004)
· Worked as Assistant Team Leader & Meeting with company’s owners and Heads
· Competitors product knowledge & Getting customers feedback about product
· Providing market information to product development department   

· To attend training program and applying motivational tools to increase performance  

·  Processing of all types of applications discussion with concern departments like      CMU,MMU,FMU and Credit department etc    

· Maintaining good relationship with customer & Solve their problem / inquiries 


· Personal visits to corporations & Head offices 




· Reporting to regional head of sales


    

· Working a queue of customers that are in arrears and over the limit
· Calling customers & Maintain calling report weekly & monthly 
· Making new customers on daily basis & Keep in touch with old customers
INCHARGE CASH DEPARTMENT:
Job Achievements in Askari Commercial Bank Limited (1999-2001)

· Incharge Cash Department and Monitoring of all the Transactions made throughout the day and collect the Cash from all my tellers, balance it at the end of the day

· Responsibilities of managing cash to all other branches other than Main Branch receipt & payments of cash at the time of request

· Handling and managing all the transactions of Main Branch with State Bank of Pakistan and resolved all the issues regarding cash
· Responsibilities of Managing Cheque Books & Loose Cheques Issuance

· Attending the requests regarding mail outgoing and incoming mail

· Release of collateral through the advice of the CAD Department

· Managing and Issuance of Notice / Term Deposits  

· Handling and Managing the Foreign Currency Deposits 




· Effective Management of Account, Limited Association or Trust / Partnership Account

· Letter of Authority Cum Release and Indemnity

· Proper Handling of Dormant Accounts by Contacting the concerned parties

·  Foreign Currency TDR / NDR
· Safe Deposit Lockers Procedures and Custodian.

· Safe Custody of Banks Own Documents.
AVARI INTERNATIONAL HOTEL. (1996-1998)

· Worked with Avari International Hotel as a Front Desk Officer where I got an excellent experience of Customer Services.

ACADEMIC CREDENTIALS
	MASTERS IN BUSINESS       ADMINISTRATION
           (2002-2003)

	


 MBA from AL-KHAIR UNIVERSITY.
	


BACHLORS IN  COMMERCE              
        B.Com from PUNJAB UNIVERSITY.


	COMPUTER SKILLS:
	


· Proficient in using MS Word, MS Excel,

· MS PowerPoint and Internet application.
COMMUNICATION

· Fluent in English and Urdu languages.
EXTRA CURRICULAR ACTIVITIES

· Cricket, Football, Tennis and Hockey.







