MIRZA
Mirza.165992@2freemail.com
OBJECTIVE
To obtain a job within my chosen field that will challenge me and allow me to use my education, skills and past experiences in a way that is mutually beneficial to both myself and my employer and allow for future growth and advancement
SKILLS AND ACHIEVEMENTS
· Excellent communication (written and spoken) and interpersonal skills, gained through project research. 
· Team work skills, gained through working with colleagues in group assignments 
· Experienced with software engineering tools and techniques. (Visual Basic) 
· Web development skills: HTML, CSS. Experienced with graphics design in Photoshop CS5 
· Copywriting skills, gained through writing English articles for a monthly issued advertising magazine called Dar Life, a magazine by one of Tanzania’s well known publishers 
· Team leader skills achieved through teaching computer classes for private organization 
· Volunteer Personal Assistant to work at SOLS 24/7 in Malaysia/Dubai 
· Training new staff in the Team 
· Training in  Finacle/I-Core 
· Quester/AS 400  / Equation 
PROFESSIONAL EXPERIENCE:
EMIRATES ISLAMIC BANK: AUG 2013 (ON CONTRACT) EMIRATES ISLAMIC BANK: AUG 2013
Department: Central Operation Department, Emirates Islamic Bank Head Office,
Dubai
Designation
Operation System and Projects /Operation system and support /Operation Business and Services /Operation Telegraphic Transfer/Cal Center/Compliance.
Job Profile:
Compliance
· Customer remediation population and KYC standard 
· Establish the time table for project completion 
· Review of customer files to identify gaps and determine documentation required 
· Contracting customers to obtain satisfactory documentation 
· Review documentation provided and update customer records 
· High risk review and quality assurance 
· Managing accounts which are not remediated 
· Update trade license in Dubai/Abu Dhabi/Sharjah/Ajman/Ras Al Khaiman Portal 
Call Center
· Make outbound calls to potential clients in order to transfer money using Finacle 
· Executed financial transactions according to bank policies and procedures 
· Responded to customer inquiries, providing information on bank accounts 
· Researched and resolved service-related problems 
· Update the date base 
Operation Telegraphic Transfer
· Operation Telegraphic Transfer Operation Telegraphic Transfer Process transactions accurately and efficiently in accordance with established policies and procedures. 
· Ability to identify customer needs and refer financial and services 
· Efficiently operate computer software used to perform daily basic and duties 
· Experience in handling a daily over transactions 
· Perform daily opening and closing procedures within the banking 
· Process transactions throughout the day using remote capture Coach and provide feedback with the other teller’s 
· Operation Team Member Getting all credit card applications from all branches for a first check making sure that applications are fully filled and all necessary documents attached 
· Prepare and maintaining  daily MIS for all credit cards applications 
· Following up with all reject application which can be rectified for resubmission 
· Monitoring branches for performance on daily basic 
· Looking all National Bonds daily operational / financial activities 
Account Opening & Maintenance
· To ensure all required docs are available prior to opening accounts 
· Perform blacklist check internally, in central bank list system and in world check while opening Payroll 
· Account Opening through (Quaestor / Equation) as personal or corporates accounts 
· Core banking systems to image the customer signature correctly and with the appropriate signing instructions as per customer request 
· Management, scanning, storage, archrivals and  IBAN 
· Ensure all Single Account Verification are available in the system for Account which has been open CIF update 
SME Account Opening & Maintenance
· Watch list As –400 
· CIF  Search license information 
System and Project
Payroll Account Opening through core banking systems (Quaestor/Equation) Implementation of Centralized Asset & Liability document management, scanning, storage, archrivals & retrieval project
Associate Consultant, A2A CAPITAL, Kuala Lumpur, Malaysia
· Worked as an Associate Consultant for A2A CAPITAL, a Real Estate company in Malaysia with branches in Singapore, Canada, Philippines, Hong Kong and USA. Worked part-time as a trainee 
· Handled customer relations; complaints, suggestions. Organized appointments between the company real estate brokers and potential clients. Jan. 2007 - Dec. 2008 
Dar life Magazine
Systems Administrator Assistant, Dar es Salaam, Tanzania  2007-2008
· Worked as a Systems Administrator at DAR LIFE MAGAZINE, a lifestyle magazine issued monthly by one of Tanzania’s well-known publishers. 
· Working as part of a team and supporting the office manager. Responsible for the day-today tasks and administrative duties of the office including covering the reception area 
· Duties: Meeting and greeting clients and visitors to the office. 
· Typing documents and distributing memos 
· Supervising the work of office juniors and assigning work for them 
· Handling incoming / outgoing calls, correspondence and filing 
· Faxing, printing, photocopying, filing and scanning 
· Organizing business travel, itineraries, and accommodation for managers 
· Monitoring inventory, office stock and ordering supplies as necessary 
· Updating & maintain the holiday, absence and training records of staff 
· Responsible for purchase orders. Raising of purchase orders and invoice tracking. Creating and modifying documents using Microsoft Office 
· Setting up and coordinating meetings and conferences 
· Involvement in social media implementation. Updating, processing and filing of all documents 
NGO-Non Government Organization
SOLS 24/7 (Science of Life System), Kuala Lumpur, Malaysia. 2009-2011
Personal Assistant
Responsibilities:
· Provide general secretarial / administration support to senior managers & directors of the company. Attend business meeting and took meeting in minutes 
· Organizing board meetings, PowerPoints and facilities for meetings 
· Create presentations using Micro soft point 
· Devise and maintain office systems to efficiently deal with paper flow 
· Periodically care for couples children during weekend personal events 
· Typed documents ,update websites and complete information for meeting 
· Handle incoming and outgoing correspondence ,including emails and faxes 
· Organized personal and professional calendars and supplied reminder of meeting and events 
· Involved in recruitment, budgets & accounts, managing junior staff & other Human Resource responsibilities 
Administrative support in day to day operation
Tarbush Restaurant Middle East -Malaysia 2011-2012
Supervisor:
· Supervised up to 10 employees 
· Interviewed, hired, and trained employees 
· Addressed complaints and resolved problems 
· Trained workers Assigned and coordinated work of employees 
· Supervised serving of meals 
· Inspected kitchen and dining areas 
· Ensured sanitary standards 
