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FARHAN 
Farhan.383575@2freemail.com 


__________________________________             
OBJECTIVES

· Seeking a   position with opportunities to develop my skills and contribute my best towards the achievement of organizational goals within the standards.
· Seeking a   position with opportunities to achieve career excellence and to become proficient in Public Relations, Global Trade and Finance of the company.

· Seeking a   position with opportunities to work in a healthy, competitive and effective environment.
· Seeking a   position with opportunities to contribute towards the growth of the organization.
AIM
To work with an organization wherein I get an opportunity to apply the knowledge I gained through my professional education and diversified work experience. Seeking a challenging position, where my knowledge and skills can be utilized towards the growth of the organization, while further developing my skills by being a helping hand of the management.
EDUCATIONAL QUALIFICATION

	Qualification
	Board/University
	Institution
	Year of Completion
	

	      B.Com
(14th std)
	Punjab University
Lahore
	Leadership College- Lahore
	2011

	

	I.Com

(12th std)
	Board of Intermediate

And secondary Education - Lahore
	Gov. Islamia College Civil Lines- Lahore
	2009
	

	METRIC 
(10th std)
	Board of Intermediate

And secondary Education - Lahore
	St. Josephs high school- Lahore
	2007
	


COMPUTER SKILLS

Operating systems
: Windows 7,XP,Vista.
Internet

: Obtaining information from web, sending & receiving mails.

PROFESSIONAL SKILLS
	Certificate Name
	Contents
	Institution
	Certificate Duration
	

	Advance Business Excel
	Working and Navigations, Spreadsheets, Conditional & Logical Operations, Data Visualization, Data Lookup Functions, Dashboards & Business Intelligence, Forecasting & Budgeting.
	Bitech Solutions.
	2 Months.

	

	SAP Business One 9.0
	Receivables, Payables, Banking, Inventory, Production, Supply Chain, HR, Financials and Reporting.
	Bitech Solutions.
	2 Months.

	

	Tally ERP 9
	Customers, Vendors, Inventory, Production and Financials & Reporting.
	Bitech Solutions.
	2 Months.

	

	QuickBooks Enterprise Solution.


	Customers, Vendors, Inventory, Production and Financials & Reporting.
	Bitech Solutions.
	2 Months.

	

	Sage 50

Accounts


	Customers, Vendors, Inventory, Production and Financials & Reporting.


	Bitech Solutions.
	2 Months.

	

	VAT


	Registration Process of VAT, Times of VAT Calculation, VAT Return Filing Process, Implementations and Calculation, VAT Rules, VAT Exemptions and Implementations on Business and their Supplies.
	Bitech Solutions.
	1 Months.

	


WORK EXPERIENCE

JS Bank Experience.

Worked as CSM (Counter Service Manager) in JS Bank from 12-May-2015 to 

26-July-2018. (3 Years and 2 Month)
Job type: Permanent.

Designatoion: CSM (Counter Service Manager).

Grade: MG 3

Principal Accountabilities.
· Supervision of Teller Services Counters which includes processing Cash, Clearing, Collectons & Remittances (Pay Orders,Drafts) both Local & Foreign Currency, Utility Bills, Inward/Outward Collections.
· Selling of retail Banking Products Like Credit and Debit Cards , Personal Loans , Mortgage Loans and Bancassurance.
· Supervision sales team and monitoring their performance and also help them in solving their sales related query.
· Payment of Home Remittance Transactions.
· Supervision of ATM replenishment and ATM claims and manage ATM as per SOP Guidelines and SBP directives.
· Daily Vouchers and ITJ checking.
· Ensure that all services are provided within the established Turnaround Time.
· Ensure strict compliance to SBP prudential regulations.
· Be fully conversant with the Anti Money Laundring & Know your customer policy of the bank in order to track & report suspicious transactions to “Money Laundring Reporting Officer” of the Branch.
· Co-ordinate with Tellers/BOM  to achieve quality and productivity standards.
· Maintane records of the department to furnish accurate reports to HO and SBP.
· Maintane strict vigil in order to track suspicious transactions through Cash,Clearing and Remittance.
· Ensure that notes are sorted and documented in accordance in with SBP directives.
· Ensure that all SBP,HO and other regulatory reports are prepared for sending to the respective departments on or before due dates.
· Ensure strict compliance of Operations Manual and SOPs.
Meezan Bank Experience.

Worked as Trainee Cash officer in Meezan Bank from 26 June 2012 to 09 May 2015. 

(2 Years and 11  Months.)
Job type: Permanent.

Designatoion: Trainee Cash Officer.

Grade:Officer II

Job Description and Functional Responsibilites.
· Vault Opening/Closing.

· Cash payment/Receipt

· Maintain all cash register and files.

· Utility bills collection and further processing/reporting to utility company.

· Cash sorting.

· Back up of ATM cash balancing/replanishing.

· School fee collection and maintain all record of school fee challan.

· Back up of chief teller.
· Clearing Posting and Balancing.
· Inward Outward Remittance.

· Cheque books processing , balancing , issuance and destructions.

· Dormancy removals and CNIC expiry removals.

· Account Closing.

· Cross selling of bank products to internal and external customers.

· RTP Reporting.

· Prepration and dispatching of Dormant , Prior to Dormancy and CNIC  expiry letters.

· Prepration of Account Maintanance and other relative certificates.

· Customer amendments and updations in system.

· Checking of transactions monitoring and compliance sheets.

· Accounts Operning and timely resolution of all its descripencies.

· TDR Issuance and balancing.
INTEREST AND HOBBIES

Working with computer, listening to music, reading books and magazines, chatting with friends, networking, Riding Bike.
COMPETENCIES

Self confident and hard working, good communication skills and interpersonal, good command in computer operation,can perform well under pressure/minimal supervision,Team spirit, adaptability, commitment to grow, initiative and responsible.

PROFILE PERSONAL


Date of birth

:    27-07-1991
Sex


:    Male
Religion

:    ISLAM
Marital status 

:    Married
Nationality

:    Pakistani
LANGUAGE PROFICIENCY

	Speaking
	Writing
	Reading
	Understand

	Urdu
English

         
	Urdu
English


	Urdu
English


	Urdu
English




PERSONAL APPRAISAL
· Sincere, Honest and dedicated 

· Disciplined and sociable 

· Hardworking, Self motivated and result oriented

· Ability to work under pressure.
CERTIFICATION

I, Farhan, declare that the above information is true and correct to the best of my knowledge and nothing has been concealed or distorted.                             

