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Objective
To excel in a dynamic environment organization offering a career, which is intellectual and stimulating and challenging by making solid contribution towards  the  achievement of organizational goals and objectives.  
Academic Qualification
2007: Masters in Business Administration “Finance” (Karachi, Pakistan) 


Working Experience
Islamic Bank Pakistan Ltd.
Senior Officer Operation in Avari Towers branch 

October 2013 to Till Today
· Responsibilities & duties as follows:

· Authorization &Processing the online cash and non-cash transactions of local & foreign currency deposits & withdrawals.

· Incharge Cash management and dealing with all cash management customers of Avari branch as per SLA.

· In charge of all the outward & inward clearing, processing of FCY Remittances and processing and Authorization of Internal transfers, Pay orders & Cheque book & ATM card deliveries.

· Pre-scanning / checking of account opening forms prior sending to CPU.

· Have complete command on Atm Replenishment and troubleshooting.

· Verifying validity of endorsements and identification of presenters in terms of deposit.

· Monitoring & preparing daily cash balances.

· Have complete command in outwards and inwards local and fcy remittances.

· Handling customer complaints such as new notes/cut notes and small denominations.

· Maintaining ATM captured cards record as per SBP monitoring policy.
· Maintaining record for cheque books and ATM cards record as per SBP instructions and make sure timely delivery and shredding as per SBP guide lines.

· Timely submission of all management reports to Area office/Head office /SBP FEX reporting.

· Maintaining audit rating with low incidents of audit objections.
· Proactive participation in internal controls reviews of other branches as assigned on monthly basis.

· Checking the cash boxes of other tellers on daily basis at the end of day or before the close of cash box.

· Review & checking of all the online transactions detail wise at the end of the day as per describe in the Ops. Manual and his yearly goals and from all aspects to minimize the error rate.

· To ensure no frauds or cash shortages/overages occur within the department.

· Responsible and In charge for branch Administrative related issues and stationary inventory and closing.
· Ensure that the necessary steps are taken in the unit or prevent misuse of information and fraud by any internal or external customer

NIB Bank 
Customer Service officer in Zamzama branch
September 2011 to october 2013
· Processing the online transactions of local & foreign currency deposits & withdrawals.

· Processing and checking of the outward clearing, Internal transfers, Pay orders & Cheque.book deliveries.

· Pre-scanning / checking of account opening forms prior sending to CPU.

· Have complete command on Atm Replenishment and troubleshooting.

· Verifying validity of endorsements and identification of presenters in terms of deposit.

· Monitoring & preparing daily cash balances.

· Handling customer complaints such as new notes/cut notes and small denominations.

· Detecting of counterfeit currency notes.

· Checking all the documentation for account opening.

· Maintain audit rating at all times.

· Checking the cash boxes of other tellers on daily basis at the end of day or before the close of cash box.

· Review & checking of all the online transactions detail wise at the end of the day as per describe in the Ops. Manual and his yearly goals and from all aspects to minimize the error rate.

· To ensure no frauds or cash shortages/overages occur within your department.

· Ensure that the necessary steps are taken in the unit or prevent misuse of information and fraud by any internal or external customer

Allied Bank of Pakistan
MG 11 in North Napier Road branch
September 2007 to October 2011
· Job Responsibilities:

· Interbank transaction / Online fund transfer.

· Issuance P.O, Demand Draft and DAC
· OBC / IBC / Intercity / Sameday Clearing
· Remittances, Western union, Express Money, Habib Express, Allied Express etc.
· Monthly Balancing
· Issuance , activation and Requisition of Cheque books. 

· Details of Fresh Currency notes as par SBP and maintain the sheet on daily basis. 

· Received funds against Credit Card Payment. 

· Compliance to cash Handling Policy.

Tri – Star Groups

(Account officer Feb 2006 to August 2007)
· Job Responsibilities: ( Tri-Star Industries ( Pvt) Ltd )
· Maintain the Sales Register on daily basis.

· Maintain the Parties Ledger Accounts.

· Debits – Credits Balances

· Bills Receivable and Statement of Accounts

· Outstanding Bills and Stock Report
· Profit and loss Accounts.
· Job Responsibilities: ( Tri-Star Mutual Fund ( Pvt) Ltd )
· Shares Transfer physical to CDC

· Shares Posting in CDC online

· Shares Transfer physical to physical

· Verification of Transfer deeds and reversals.

· Change of addresses and deduction of Zakat

· Languages
· Urdu & English

· Computer Skills

· Completed 1 year Diploma in Web Mastering and E-Commerce from NET TECH INSTITUTE.
· Windows

· Ms. Word 

· Ms. Excel 

· Internet & Emails 
.
· Training & Workshops

· I have attended the training program of “ Business Etiquette for Tellers”in The Institute of Bankers Pakistan by Allied Bank Ltd. in 2009.

· I have attended the Certification of Participation in T-24 Follow Up arranged by Allied Bank of  Pakistan Ltd  in Management Development center Karachi in 2011. 
· Internship:

· 6 weeks internship from CYBER FINEX CORPORATION ( PVT ) LTD.
Description :
Worked in Petroleum Sector and Banking Sector and generate the Quarterly reports for 

MOTIWALA SECURITIES.

· Extracurricular activities

· Social Work

· Book Reading 
· Watching Cricket
· Personal Information

· Religion
:
Islam

· Marital Status
:
Married.

· Date of birth
:
July 13, 1981
I hereby certified that the above statement are true and correct with all my knowledge and also to the help of our lord. After you’ve reviewed my resume, I would welcome an opportunity to discuss your company’s goal and talk to you about the value that I can bring to your company. More power and positive energy blessed.
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