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CAREER PLANS:

Highly motivated, strong work ethics and eager to contribute to the growth of progressive and well established organization to fully utilize my administrative, managerial and leadership skills in order to contribute effectively to the organization.
PROFESSIONAL EXPERIENCE:
BANK ALFALAH LIMITED (2009-2015)
· Accurate and timely processing of inward and outward clearing without any financial risk and operational laps and all outstation collection should be done as per bank policy. 
· Ensure proper handling of branch’s daily cash, maintenance of proper liquidity levels, daily closing of cash and its reconciliation with branch’s books and system; ensuring compliance with SBP’s requirements pertaining to cash handling operations 
· Ensuring that accounts are opened and maintained in line with bank’s internal procedures and KYC requirements of SBP; ensure that the cheque books are issued as per prescribed procedure minimizing chances of fraudulent activity. 
· To ensure the balancing of all heads of accounts on periodical basis. 
· To ensure monthly/ periodical balancing of related GL/ subsidiary accounts before execution of each month end of the year.
· To ensure at least satisfactory audit rating of department for the year.
· Speedy and error free issuance of pay order, demand draft, call deposit, IBCA’s without any singly mistake in presentation and authorization of all cash and transfer entries timely. 
· To provide excellent customer services and obtain excellent quality assurance audit rating for the branch (no adverse relating to the assignment being handled should be pointed in the report). 
BAL AUTO FINANCE :(2006-2008)
· Review approved files and open, transaction and insurance account for down payment of auto loan.
· Present of cheques and debit authorities of all accounts which are disbursed monthly.
· Review and disburse auto loan accounts after approval of credit and issue insurance letter to insurance company and delivery letter to authorized auto dealers.
· Preparation of loan disbursement / account opening M.I.S on daily basis.
· Coordinate with finance division regarding issuance of pay orders to dealers and free lancers.
· Coordinate with all area hubs and branches regarding acknowledgement of number plates, legal book, excise file and duplicate key.
COMPUTER LITERACY:
· Windows XP, MS. Words, MS Excel, MS Power point, Internet
ACTIVITIES & INTERESTS:
· Social get together, Books reading, net surfing etc.
ACADEMIC QUALIFICATION:
· L.L. B             University of the Punjab, Lahore


2003
· B. Com          University of the Punjab, Lahore


2000
· D. Com          Technical Board, Lahore


               1997
· Matric            Multan Board



               1995
PERSONAL INFORMATION:
· Date of Birth 


07-06-1978
· Marital Status 


Married
· Domicile 



Vehari (Punjab)
· Religion 



Islam
· Nationality 



Pakistani

REFERENCES:
· Will be furnished on demand.
