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 Bil 


Freej Al Murar, Deira
Dubai - UAE
Email: bil.380312@2freemail.com 
Over 18 years of Experience in Retail Sales, Retail Operations, Customer Service, Compliance/KYC related to Financial Sector. Managed Teams, Branches and Responsibilities which have provided me a unique set of Skills and Knowledge in exchange house daily operations, currencies, remittances, telex transfers and compliance. I am eagerly looking for an opportunity to further excel in the specified fields and be an indispensable employee for your esteemed organization. 

· Cash Management
· Team Building

· Administration 
· Retail Operation 

· Team Leadership

· Sales Reconciliation
· Customer Service
· Due Diligence & Compliance

· Efficiency Improvement



Wall Street Exchange Centre LLC 
Nov 2008 - till date

Dubai - U.A.E
Branch Supervisor/ Cashier
DUTIES & RESPONSIBILITIES
· Support for daily operation of the branch including sales, customer service, supervision, security and safety in accordance with the organization’s objectives. - Our Team had achieved best Branch of the month during the period of April, May and June 2015 among the Top 3 branches throughout the years 2015 to 2017.
· Quote FC rates competitively referring Reuters screen at branch. Book forward deals with Head office on client’s confirmation. Branch was also mainly into wholesale dealing with banks and exchange houses with high volumes in flow and out flow on daily basis.
· Daily tallying of Physical cash of all cashiers, funding, conduct surprise cash verification. Report any kind of discrepancy. 
· Handle compliance queries raised by correspondent bank by replying with all required information before the deadline.
· Monitor the day-to-day operation of the Anti-Money Laundering procedures.
· Maintain high-level customer service including the review of customer complaints related to non-payments, amendments, call back, cancellation and provide end-to-end solution.
· Monitor the performance of the staff members through periodic reviews and provide them with factual feedback to ensure that targets are met and exceeded.
· Promote a sales and service culture through coaching, guidance and staff motivation.
· Monitor staff performance and ensure additional training is provided where necessary. 

· Well known about security devices, CCTV camera, panic button, Fire extinguisher and CO2.

· Handling average sales volume of FC+LC approximately AED 5 million and 200 average transaction daily.

· Working as teamwork with other staffs, distribution job responsibilities and work schedule.

· Explain, advise and promote cross selling of products and services to customers.
· Preparation of remittance application, currency exchange, telex transfer, home remittance services; bank to bank/demand draft, western union, instant cash, inward/outward payment and miscellaneous product.

· Receiving payment by cash, check, credit card and voucher.

· Keeping good business relation by providing maximum customer satisfaction.

· Tally of draft physical stock, western union transaction and miscellaneous product as per sales/stock report.
Adnoc Distribution
Aug 2000 - July 2008
Abudhabi - U.A.E
Superintendent/Sales Supervisor/Sales Attendant
DUTIES & RESPONSIBILITIES
· Manage customer relationships and develop sales opportunities within the existing allocated customer base, to ultimately achieve and exceed sales target. 
· Handle day-to-day communication with our existing customers and provide an excellent customer service to them.
· Proactively manage and support an allocated customer base, up selling and cross selling as appropriate to deliver targeted growth.
· Respond to and qualify incoming product enquiries and sales leads professionally and efficiently, providing pricing and processing quotations.
· Preparation of reports and documents as per the requirement of company as per ISO Standard

· Preparation of daily Sales Pump Meter Reading Reports, Cumulative Sales Report, Summary Sheet Report, Details of Rahal Card and Bank Cards such as Visa & Master card Transactions, monthly oil filter sales statement, cash and stock report, retail sales filing station stock control sheet for free queenex, monthly statement of free tissue, monthly sales report and general information including main products, loss/gains, lubricants and special products sales, LPG and accessories sales, manpower statement, monthly time sheet, day-wise fuel customer report etc.
· Preparation of F/S auto problem report, consumables order, defect report, free tissue order, lubricant order, meter calibration/test report, Inter F/S product transfer, Bulk oil order, daily product stocks, Fill and Run incident report, Genuine oil filter order, main product receipt in computer system and manual

· Providing top quality services and environmentally friendly products to the customer 

· Handling daily cash sales and deposit to bank through MAF/Group 4 Securicor.
· In-charge of all cash, pos and credit transactions

· Maintaining the cash register on regular basis.
Nepalconsult Private limited
Apr 1996 - Apr 2000
Kathmandu - Nepal 

Computer Operator cum Accountant
DUTIES & RESPONSIBILITIES
· Manages documentation, Sets up personnel files and confirms that data remains accurate
· Communicates with staff for the purpose of ordering office supplies and planning of meeting rooms
· Processes paperwork for customers and employees
· Collect all the information and documents required for cash deposits
· Prepare all essential reports in relation to sales and deposits
· Compile and analyze financial information to prepare entries to accounts, such as general ledger accounts, and document business transactions
· Establish, maintain, coordinate the implementation of accounting and accounting control procedures
· Monitor and review accounting and related system reports for accuracy and completeness 
· Prepare and review revenue, expense, invoices and other accounting documents 
· Preparing Daily, Weekly and Monthly MIS
· Finalization of books of accounts, maintaining sales, cash, bank, purchase and journal books of accounts.
· Reconciling Inter-company accounts, preparation and reconciliation of receivables and payables accounts.
· Handling Petty cash and maintain register book.

Etiquette for Excellent Customer Service on 10th July 2012  - Spearhead Training

Due Diligence & Compliance of Anti Money Laundering Regulation 24/2000 – Wall Street Exchange Centre LLC. 9 Days on 2008/2009/2010/2012/2013/2014/2015/2016/2017
Instant Cash & Operations/Home Remittance/Commercial TT/Western Union - Wall Street Exchange Centre LLC. 2 Days 4th June, 2009/10th Feb., 2010
Customer Service Enhancement Program- Adnoc Retail Trainer at AD-Head Office, 9th July, 2007

Mystery Shopping Program Training FS Staff – Adnoc at AD-Head Office, 14th March 2007

Fire Fighting & Safety Training – Practical, Adnoc, Alain, UAE

Customer Service Training for Filling Station Staff – Adnoc at AD-Head Office, 4th September 2002

Foundation Training Course (Excellent Customer Services) Training from Eco-Man – October to November 2000

MS Office covering MS Word, Excel, Power point, Internet & e-mail Operating System Windows XP, Window 7 Diploma in English Typing, Express Typing Institute, Nov. 1994 to Jan. 1995
Computer training on Microsoft Office, DOS ver.6 Windows System and Application Software 3.1.1 Word Perfect ver. 5.1 Spread Sheet (Lotus 123 ver. 2.4, dBase 111+ & IV Windows 95 (Office 97)- Word, Excel, Power Point Page Maker 6.5, FoxPro 2.6

Master of Business Administration (M.B.A.) from Shanker Dev Campus, Tribhuvan University, KTM, Nepal – 1998

Subjects: Financial Management and Capital Structure

Bachelor of Commerce (B.Com.) from Shanker Dev Campus, Tribhuvan University, KTM, Nepal – 1994

Subjects: Business Accountancy, Advance Auditing and Taxation

Fluent in: English, Nepali, Hindi & Spoken in Arabic

Date of Birth
: 
01 May 1971

Gender
:
Male

Status
: 
Married
Nationality
: 
Nepalese
Visa Status
: 
Employment visa (but can join immediately)
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PROFESSIONAL EXPERIENCE AND SIGNIFICANT ACHIEVEMENTS
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EDUCATION
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