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PERSONAL INFORMATION:

	Name
	Atif Ather
	Nationality
	Pakistani

	Father ‘s Name
	Muhammad Altaf
	Current status in UAE
	Employment Visa 

	Date Of Birth
	22-02-1977
	Passport No.
	AG1446131

	Gender
	Male
	Language Skill
	English, Urdu, Hindi with fluent level

	Marital Status
	Married
	Availability 
	Immediately

	Current salary
	AED  3500
	Driving License 
	Yes (I have Driving License for Pakistan)

	Salary Expectation
	Negotiable
	Driving License
	In Progress (Road Try Dated 26-01-14 )


OBJECTIVE:                                                                                                                                                                                                       


Seeking the competent position as a professional in a repeatable carrier oriented organization where my experience will be utilized and my knowledge will be updated.

EXPERIENCE: 
Being a young energetic and self-motivated professional I possess MBA finance degree and Post Graduate Diploma (IT). I also possess almost 14 years diversified Operations and Administration experience with different companies currently working as Assistant Manager MIS & Operations   in a small group of companies. My detailed job description is provided as under.  

SUMMARY:
	Sr.
	Period:   
	Company Name:
	Location of Work:
	Position:

	1
	Jun 2013  To Present
	Shat Al Arab
	Al Ain –UAE
	Assistant Manager MIS & Operations

	2
	Nov 2012 To June 2013
	TK Natural Stone
	Mirpur A.K  Pakistan     
	Accountant Admin Operations

	2
	Aug  2005 To  Oct  2012
	Askari Bank Limited
	Mirpur A.K Pakistan
	Officer Operations

	4
	May 1999 To July   2005
	Habib Bank Limited
	Mirpur A.K Pakistan
	KPO (MIS-Data Entry)


Detail of skills and professional Experience: 

Computer Skills:
Proficient in MS-Office, Lotus Notes, System Administration –IT and MIS-Data Entry. 

Communication Skills: 
Good communication and interpersonal skills.

Presentation Skills:

Good Presentation and organization skills

Human Skills:                  i.   Have the ability to work with others, both as a member of a group and as a leader who gets 

things done through others. 

                                           ii.  Expert in handling people.  
Technical Skills:
Capable of using Accounting and Finance skills as per requirement by the organization to apply my knowledge and experience.

Time Management: 
Ability to manage the work under pressure and handling problems with solution-oriented approach.

Motivation Skills: 
Ability to convince and motivate people toward specific goals.
Marketing Skills:                 Excellent in sales, marketing and customer services.                             


1. Job Profile: With Shat Al Arab as Assistant Manager Operations from Jun 2013 to Present

( Handling a team of almost 40 staff members and simultaneously working as a team player.
( Making Management of all the operational work of the group. 

( Organizing staff and team building.

( Staff Training Need Assessment and Staff development planning.
( Organizing Marketing and development plans. 

( Monitoring of staff performance. 

( Handling day-to-day operations of the group. 

( Dealing with suppliers and market competitors. 

( HR management, handling staff matters and payroll system. 

( Management of finance and cash flow system. 

( Monitoring of the financials of the small group of companies. 

( Monitoring of monthly progress report and budget.

( Monitoring of sales and Services departments of the group. 

( Monitoring of Supplier 's accounts and behavior.

( Making arrangement of employee visas, medical insurance, Labor cards, ID cards and other documents. 

( Assistance in Renewal of the company’s documents

2. Job Profile: With TKs Natural Stone As Accountant From 01-Nov-2013 To June 2013 

i.
Professional Experience with Tks. Natural Stone in-  Accounts:

( Managed cash flow and daily reporting of sales.

( Maintained the record and books of daily transactions.

( Processed payments and made collections of cheques.

( Made payments of salaries to the employees and workers.
( Managed accounts & Financials of the company.

( Prepared budgets, set targets and monitored the progress.

( Monthly progress reports reviewed and made budget comparison for growth.

( Checked daily reports and balancing.

( Deal with business firms and bank with all the financial affairs.                                                                                      
ii.
Professional Experience with Tks Natural Stone in-  Operations:

( Handed staff matters and pay role system

( Arranged training and development programs.

( Renewed contracts, insurance and other documents. 

( Maintained and handled the suppliers ‘s record.

( Handling day-to-day operations of the company.

( Deal with banks and other companies.
 3. Job Profile:  With Askari Bank Limited as Officer Operations From July 2005 To Oct 2012.

i.              Professional Experience with askari bank in- Operations:
( Implemented AML, KYC and opened accounts through Central Processing Unit. 

( Supervised vouchers and over all banking operations.

( Issued Term Deposit Receipts (TDR). 

( Nominated as customer relationship manager by the branch manager.

( Looked after the sales and customer services departments. 

( Assisted customers with open new accounts, withdrawals and deposits. 
( Prepared performance reports for senior management.
( Cheque Books issued through NIFT. 

( During alternate Saturdays worked as cancellation officer.

( Back Up of Foreign Exchange Department. 

( Handled ATM Management. 

( Checked reports and balancing of ATM. 

( Supervised banking operations for smooth balancing and End of Day processing. 

( Served Customers with excellent marketing skills. 

( Managed online transactions and transfer of funds. 

( Conducted comparative analyses of monthly progress report with budgets. 

( Prepared budgets and set targets. 

( Checked out financial statement of the branch. 

ii- Professional Experience with askari bank - Sales & Services:

( Developed business and marketed the banking products for the regional growth.
( Generated new business & achieved targets. 
( Performed new business from existing clients and engaged in client servicing. 
( Handled credit card sales and customer as relationship officer.

( Promoted credit card and personal loan campaign to the target market and achieved targets.

( Processed new credit cards and enhancement of limits as per the worth.
( Sold different banking products. 
( Worked as an active team member of marketing & business development. 
( Customer Services experience with excellent marketing skills.

iii- Professional Experience with askari bank - System Administration: 

( Administered branch network & IT system as a whole.

( Monitored branch communication system. 

( Configured, Implemented new software and maintained branch network.
( Resolved and trouble shouted hardware and software problems.
( Created User IDs authorized powers to users and implemented IT policies. 

( Maintained updated and upgraded UNIBANK System and UNIX system server.
( Maintained periodic backups and contingency disaster recovery plans.

( Troubleshooter resolved of hardware and software problems.

( Maintained Hardware Inventory.

( Upgraded IT infrastructure through HO coordination eg. (Printers, Computers, UPS, Network Routers etc.)

( Handled day-to-day IT, Network, software and hardware related issues.

( Prepared IT budget and coordinated with procurement (Electronic Technology Division)

( Trained and branch staff in IT operations.

( Maintained, monitored, and operated branch CC TV.

4. Job Profile: With Credit & Commerce For Habib Bank Limited as MIS – Data Entry Officer from May 2005 to July 2005

( Collected data from branches, Data Entry, MIS generated, reported to Regional General Manager  (Operations). 
( Consolidated regional general ledger data of 49 branches through Unix O/S.

( Managed daily portfolio, implemented & maintained new computerized system to regional 49 branches.

( Daily transactions reports generated eg. Cash Book, Income Expenditure, 

    Daily run, Diagnostics of PLS Saving, CD, TDRs and other statements.

( Provided technical assistance to the branches staff.

( Worked  for business development and regional growth.

( Handled staff matters eg. Trainings, Salaries, medical, TADA insurance etc. 

( Supervised vouchers, branch staff and over all banking operations.                                                                                                                                                                          

 (Authorized User IDs and implemented head office policies. 
( Maintained the periodic backups and contingency disaster recovery plains.                                 




EDUCATION:

	PERIOD OF STUDY                 
	DEGREE
	INSTITUTION  NAME                                                
	COUNTRY OF EDUCATION
	GRADE/GPA

	Sep 2002 - Dec 2004   
	MBA- Finance
	Al-Khair University AJK
	Pakistan
	Grade–B/GPA 3.11

	Sep 2001 - 2003
	Post Graduate Diploma -IT
	Allama Iqbal Open University Islamabad
	Pakistan
	Grade-B/ 73%

	Nov 2008- Aug-2000
	Bachelor Of Arts
	University of  AJK
	Pakistan
	


TRANING COURSES AND CERTIFICATES:  

	· General Banking Training 
	· System Administration-IT

	· 50 Basics of Banking
	· Introduction to Linux-IT.

	· ATM Balancing
	· Six months  computer applications

	· Risk Management & Operations
	· MS. Excel Techniques-IT

	· Presentation skills   
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