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INTRODUCTION


A versatile, hardworking, reliable and committed individual who has a strong will to succeed. 

Ability to communicate with people at all levels.

Work calmly under pressure, whilst utilizing previous work experience and study skills to discover and explore new methods and become more successful in work.

Enjoy working with computers and solving technical problems.

Ability to quickly grasp complex business issues to come up with business critical solutions.

Very good telephone manner. 
PRACTICAL EXPERIENCE

Santander Bank UK – ProbateAdvisor20.01.2013 – 10.02.2015
· Closure of customer’s accounts.

· Transferring funds to the external banks.

· Macro and Cheque processing.
· Credit check for customers
Accounts Pro Ltd – UK (Internship)01.02.2012 – 31.01.2015
Duties including: 
· Preparation of Financial Statements i.e. Income Statement, Balance Sheet, Cash Flow, Statement of Changes in Equity. 

· Bookkeeping and Credit Control.

· Taxation and Accounts Auditing.
· Making calls to the clients in advisory capacity.

Cater Allen (Private Bank)UK - Advisor01.09.2012 – 31.12.2012
· I had a duty to investigate the dormant accounts and Closures of the accounts.
· Responsible to deal with the customer’s credit cards application and online checks.
· Used to make the necessary investigations on the customer accounts and dealing with the customers’ requests.
SantanderUK - Administration and ISA20.02.2012 – 31.08.2012
· CPRO’S

· Closures

· Banking

· KYC
Santander UK - Post Room Admin18.04.2011 – 31.08.2011
· Online Credit filing
· Customer’s credit check
ZT Consultant UK - Admin work01.07.2010 – 06.09.2010
· Filing of the records

· Records Retention of the Customers

· Online application Check

Chen-One Clifton Karachi Pakistan - 01.01.2006 – 30.03.2010
Telenor Call Centre - Sales and Customer Service Advisor
The role followed a traditional customer service advisor resolving customer service issues and retaining business.

Duties including:

· Customer enquiries, Add-ons.

· Compiling and analyzing outstanding sales figures.

· Understanding customer needs.

· Advising customers about additional items and after-sales service.

· Resolving customer complaints.
ADDITIONAL KEY SKILLS
	Customer Service
	Over three years’ customer service and six months retail experience dealing with people.  I am able to remain polite and cope well under pressure.

	Communication
	Capable of communicating and relating information and ideas to people at all levels.  Fluent in English, Punjabi and Urdu. Excellent standard of written work.


	Team working
	Experience of working as part of a team in different situations. Working as part of a team can achieve more than we would on our own as part of a cohesive and effective team, capitalising on each other's skills, experience and strengths. 

	Organization
	I am used to planning and prioritising my work to meet given timescales, deadlines and targets.


EDUCATION

Kaplan Financial College Leeds– UK01.09.2010 – 31.12.2014
ACCA
13 out of 14 papers passed
Karachi University Pakistan01.01.2007 – 31.07.2009
Graduation in Accounting and Finance – 1st Division
Bahria College Karachi Pakistan01.08.2003 – 31.07.2006
Intermediate Pre-Medical – B+ Grade
Rose Heaven School Karachi Pakistan01.03.1991 – 30.06.2003
A-Level – A Grade
Ielts certification with 6.5 bands (Valid).
INTERESTS
My hobbies and interests are:

Reading books

Swimming 
Sewing
MY DETAILS:

· Name                                     Miss Maryum

· Date of birth                         24.Oct.1987
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