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	CORE COMPETENCIES

	
	· Project Planning & Management

· Construction Management

· Project Estimations

· Vendor Management

· Contract Administration

· Site Administration

· Bidding & Tendering

· Resource Planning

· Budgeting / Cost Control

· Cross-Functional Coordination

· Quality Management
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WORK EXPERIENCE
Since Jun’12

Al Wifaq Finance Company (Islamic Finance)–Subsidy of UNB as Shariah Coordinator

Role:

· Liaising with business and Shariah Advisory Board regarding Shariah clearance / approval
· Maintaining the files like Shariah Fatwas for various Islamic Banking Products

· Providing personal advice to Business Teams in Shariah perspectives when required

· Conducting compliance audit twice in a year to ensure that the company is working as per pre-set policy and procedures (designed by the management)
· Performing Integrated Management System (IMS) audit twice in a year to ensure that the company is adhered to the process as per ISO

· Rendering audit reports to all the branches once in every 6 months

· Deducting the customer account through T24 (Temenos) whenever customer is defaulted to pay installment

· Providing the Status Report of customer past dues once in a week

Highlights:

· Overcame audit related challenges during the completion of Inventory process 

· Implemented several measures to identify deformities or abnormalities like non–conformity in Integrated Management System 
Since Mar’16 – till date
Aspire College of Excellence

Role:

· Administrative managers oversee the support operations of an organization. 

· Selects and assigns staff, ensuring equal employment opportunity in hiring and promotion.

· Coordinates activities by scheduling work assignments, setting priorities, and directing the work of subordinate employees.

· Evaluates and verifies employee performance through the review of completed work assignments and work techniques.

· Identifies staff development and training needs and ensures that training is obtained. Ensures proper labor relations and conditions of employment are maintained.

· Maintains records, prepares reports, and composes correspondence relative to the work.

PERSONAL DETAILS 
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SYED 


�    Coordinator/Internal Auditor �


Scaling new heights of success and leaving a mark of excellence in assignments which involve analytical capabilities and professional growth in Operations Management, preferably in Saudi Arabia


� HYPERLINK "mailto:Syed.372066@2freemail.com" �Syed.372066@2freemail.com�  














PROFILE SUMMARY


Dynamic career of over 4 years that reflects pioneering experience and year-on-year success in achieving Operations Management objectives 


Deft in preparing key reports and implementing systems & procedures to ensure operational effectiveness; adept in exercising internal control of Policy Compliance


Working knowledge of fundamental principles of Business Administration and their practical usage


Successfully handled both internal activities of an organization & external dealings with customers, vendors, government bodies, etc.


Proficient in internal audit workflow management including audit work plan, audit engagement planning, audit work–analysis & review, audit documentation, audit monitoring & reporting, audit conclusion and audit closures


Skilled in checking & scanning all internal reports & documents as per stringent quality standards & practices and taking corrective action for problem areas 


A forward-thinking person with strong communication, analytical & organizational skills; exceptionally well organized with a track record that demonstrates self-motivation, creativity and initiative to achieve both corporate and personal goals














�    CORE COMPETENCIES 


Operations Management 


Audits


Recovery 


Customer Servicing 


Reporting & Documentation 


Process Improvement 





�     EDUCATION


MBA (Islamic Banking and Finance) from International Islamic University, Malaysia with CGPA 3.37 in 2011


B.B.A. from Sathyabama University, Chennai, India with 66% in 2009 





�   INTERNATIONAL CONFERENCE


Islamic Economics & Finance on Sustainable Growth & Inclusive Economic Development from Islamic Perspective at Doha, Qatar





�     IT SKILLS 


Studied Computers intensively as part of curriculum with full working knowledge of Microsoft Word & Microsoft Office Software


Proficient in using Internet as Study Tool and Legal Research Packages











AREAS OF EXPERTISE 


�





SOFT SKILLS 


�
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