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Executive Summary
A Banker by profession since 2005 with last assignment as Branch Manager. Having expertise in the field of Marketing, business development, audit and Account. Having strong communication skills with ability to meet deadlines. Previously worked as Auditor and Accountant.
Education
	Professional
	M.B.A (Finance)                               (2003-2006)
          (Allama Iqbal Open University, Islamabad)

	Academic
	Post Graduate Diploma                  (2002-2003)
           (Allama Iqbal Open University, Islamabad)

Bachelor of Commerce                      (1999-2001)
           (University of Punjab, Lahore)


Professional Experience
	MCB Bank Limited, Faisalabad Pakistan
Branch Manager (August, 2010 to January 2015)
I have good knowledge and experience of Marketing and Administration and Finance at MCB Bank Limited, Faisalabad Pakistan. My outline of responsibilities was as below;
1.
To achieve the branch’s Multi-dimensional Business growth targets by sales maximization of Deposit, Bancassuarnce, Credit Cards, Auto Loans etc. through strengthening the new and existing relationships
2.
Identifying new business opportunities in the field of Deposit, Bancassuarnce, Credit Cards, Auto Loans etc. while providing quality service with the new customers to meet targets,
3.
Planning for striving to achieve assigned targets by higher management by team management with branch staff and Effective monitoring of business targets assigned to branch staff.
4.
Act as direct link with customers, ensures efficient operations and focuses on increasing the branch business and profits.
5.
Responsible for ensuring smooth functioning of the branch operations and activities with efficient operational controls to minimize all risks, 
6.
Staff management responsibilities for branch with building good teamwork relationships. 
7.
Monitoring and control of branch expenses, income and preparation of Branch Budget. 
8.
Assurance of strict adherence to SBP, Legal, Internal Policies, Processes and Procedures. 
9.
Coordination with Head Office and branches on matters related to Operations, Treasury, Finance and Administration.
MCB Bank Limited, Faisalabad Pakistan 
Branch Operations Manager (January 2009 to August 2010)
Current duties and responsibility were as under,
1.
Striving to achieve the Multi-dimensional Business growth targets assigned by branch management through sales maximization by introducing new and existing relationships
2.
Supervision of remittances i.e. pay order, demand drafts, foreign remittances, clearing, bills for collections, all interoffice memos, internal and external correspondence.
3.
Cash supervision, which includes:
I.  Cash Opening and Cash Closing
II. Cash Transactions
III. Cash arrangement from main branch
4.
Account opening process supervision
5.
Staff Management to engage them in a team work
6.
Custodian of Branch Security Stationary
7.
Authorization of Financial entries, transactions, and STDR posting in computer system
8.
Implementation of directives issued by State Bank of Pakistan/ Legal authorities and H.O
Meezan Bank Limited, Faisalabad Pakistan
Branch Auditor (August 2005 to January 2009)
Performed following functions and duties
1. Ensures compliance with established internal control procedures by examining records, reports, operating practices, and documentation
2. Completes audit workpapers by documenting audit tests and findings
3. Maintains internal control systems by updating audit programs and questionnaires; recommending new policies and procedures
4. Communicates audit findings by preparing a final report; discussing findings with staff
5. Complies with federal, state, and local security legal requirements by studying existing and new security legislation; enforcing adherence to requirements; advising management on needed actions
6. Prepares special audit and control reports by collecting, analyzing, and summarizing operating information and trends
7. Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies
8. Contributes to team effort by accomplishing related results as needed
9. ensuring that assets are safeguarded
10. identifying if and where processes are not working as they should and advising on changes to be made
M.A Yaseen & Co (Chartered Accountant) Faisalabad Pakistan.
Auditor  (July 2003 to April 2005)
Main responsibilities were as under.
1. attending meetings with auditees to develop an understanding of business processes
2. researching and assessing how well risk management processes are working and recording the results using software such as Microsoft Word and Excel
3. performing risk assessments on key business activities and using this information to guide what to cover in audits
4. agreeing recommendations with relevant staff members to make improvements to operations and helping to secure backing for them in meetings
5. preparing reports to highlight issues and problems and distributing the reports to the relevant people
6. assessing how well the business is complying to rules and regulations and informing management whether any issues need addressing
7. checking that financial reports and records are accurate and reliable
8. ensuring that assets are safeguarded
9. liaising with managerial staff and presenting findings and recommendations
10. Prepares special audit and control reports by collecting, analyzing, and summarizing operating information and trends

	


Mukhtar Textile Mills Limited Faisalabad Pakistan.
Accountant (January 2002 to March 2004)
Major performed responsibilities were as given below.

1. Maintaining basic accounts, book keeping, maintaining basic accounts, book keeping.
2. Managing and reconciliation of bank accounts of firm.

3. Prepared accounting entries and Ledger entries, journal entries.
4. Invoice entries and cross checking.
5. Generate financial reports

6. Maintaining the fixed assets of the firm.

7. Managing the receivables of the firm

8. Coordinating with the external auditors of the firm

9. Making arrangements for the payments to the vendors.
10. General Office Administration.
Sheikh Packrite Faisalabad Pakistan
Accountant (December 2000 to May 2002)
Performed following functions and duties

1. Maintaining basic accounts, book keeping, maintaining basic accounts, book keeping.
2. Managing and reconciliation of bank accounts of firm.
3. Managing the receivables of the firm
4. reconciliation of bank accounts of firm
5. Invoice entries and cross checking

6. Making arrangements for the receivables of the firm
7. Making arrangements for the payments to the vendors
8. General Office Administration

9. Preparing the staff salaries and arrangements for staff salary distribution

Trainings
· Introduction to the basic Islamic Banking Products i.e. Murabaha, Ijarah, Musharaka etc from Meezan Bank Limited Head Office Lahore in December 2005

· Excellence in Sales from MCB Bank Limited Training College Lahore in July 2010
· Excellence in Customer Services from MCB Bank Training College Lahore in July 2010
Personal Information


Date of Birth:
03-April-1980



Nationality: 

Pakistani



Visa Status: 
Visit 1 Month

Religion:

Islam



Marital Status: 
Married
Key Skills
	o
Maintain the Business confidentiality.
o
Good team player
o
Maintain good and professional relationship with customers and third parties.
o
Presentation and documentation skills
o
Maturity, honesty, ability to look at challenges as opportunities 
	o
Ability to successfully manage multiple priorities and assignments.
o
Energetic to meet deadlines.
o
Proficient in writing, reading and speaking English and Urdu.
o
Proficiency in computer aided management software.
o
Quick learner.
o
Proficient in Windows Operating System & Microsoft Office


Communication
English/Urdu 
I have also developed my communication skills during my work experience by liaising with management, attending meetings, and providing feedback and conversing with different departments via email and telephone. Other than English I am also fluent in Urdu, and Punjabi.

Other Certifications & Skills
Microsoft Word/Excel/PowerPoint

I am competent in using Microsoft packages such as PowerPoint, Excel and Word. During my professional work I mainly used MS Excel to perform all basic tasks as I had attained three month Data Entry Operator Diploma which was organized by Ministry of Science and Technology.

