    Curriculum Vitae

Habib 
Email

: habib.85029@2freemail.com 
OBJECTIVE

To literally join a prestigious and reputable Organization managed by a highly professional and seasoned team which may leave to career growth offering me good position with challenging responsibilities commensurate with may over my approx. 12 Years’ experience of Sales/Petroleum Sector and Banking Sector.

ACADEMICS

2001 

B.Sc.
(C.S) 


University of Karachi

1998 

F.Sc.
(C.S)


College of Digital Sciences.

1996 

S.Sc.
(Pre-Engi.) 

H.M.S School.

XTRA QUALIFICATION

IELTS (International English Language Testing System)
Year (2007)

British Council 


TRAININGS 

· Attended In-house training session “Telephonic Courtesy” From
Pakistan State Oil (PSO).

· Internal training of “Call Center Agent” from Pakistan State Oil (PSO).

· Orientation of the Depots/Lubricant Labs/Refineries and Misc.Departments 

Of the Pakistan State Oil (PSO).
· Domestic training of the FMS from ZAQSOFT International.

· Training of the miscellaneous online support software (CTS, RMMS)

From Bank AlHabib Ltd.
· Compliance certificate course from DIBPL.

· Fundamentals of KYC and AML from DIBPL.
· Fraud Investigation and Reporting, training from The Institute of Bankers Pakistan.
ACHIEVEMENTS

· Implement of IVR in PSO Call center.

· Successful inquiries of the several frauds on PSO cards.

· Assist in deploying of “Issue Tracking System” in Bank AlHabib.

· Helps in implementation of fuel management solution toll on web in PSO.
· Score highest sales target in Synectiv Pakistan through my proper strategy.

· Re-listing through policy of the Archives of the old records In Bank AlHabib Ltd.
· Assist in preparation of SME / Commercial process & procedure manual of DIBPL FRM.
· Induction of Law Firms on the bank’s panel with bank’s legal council approval. 

· Reducing large number not reporting vehicles with proper strategy / monitoring.
· Shining Star for the month of November 2012 in Dubai Islamic Bank.
STRONG AREAS/SKILLS 

· Presentation.


· Coordination.

· Communication.

· Leadership and team working.

COMPUTER SKILLS 

· Microsoft  Office (XP/7)

· Microsoft Windows
(XP/7)

· Microsoft Office Outlook (2003/2007)

· IBM - Lotus Notes & Domino 7
· Online query software 

· TTS (Token Tracking System)

· EFT (Electronic Fund Transfer)

· CTS (Call Tracking System)

· RMMS (Returned Mail Management System)

· DAMS (Document Archive Management System)

· CRM (Customer Relationship Manager)

· Records management software

· CRM (Customer Relationship Management)

· MMS (Multi Management System)
· Rosetta (Document Imaging & Resolution Solution)
WORK EXPERIENCE/RESPONSIBLITIES

Dubai Islamic Bank Pakistan Limited
(12th Nov.2009 – To Date)

Job Responsibilities

Three and a half years of experience as a “Senior Analyst” with major tasks:
· Observance  

Thorough vigilance of SME/Corporate/Commercial/Consumer customer’s credit files and cross verify the authenticity of their assets through cross legal opinion from Legal Firms and cross appraisal from Appraisal Companies. Conduct Murabaha visits. Fraud analysis from grass root level. Visits branches / branchless banking booths for supersize vigilance and primed reports for the senior management of the bank.
· MIS Preparation/update
Maintain negative database that contains information regarding the negative data of applicants who have submitted forged or tampered documents. Maintain fraud cases MIS and SME/ Corporate/ Commercial cross legal opinion MIS.

· Coordination within the Department/ Other Departments/Law Firms/ Appraisers/Other Banks
Ensure smooth coordination within the department (Pen Pak) and different relevant departments (Pan Pakistan) as well. Coordinate with Law Firms / Appraiser Firms. Responsible to respond the letters received from the other banks.
· Preparation of Policy / procedure / SOP/SLA
Assist in the Preparation of Policy / procedure / Standard Operating Procedures/Service Level of Agreements. 
· Customer Services
Responsible to attend customers on front desk / on telephone incase they have lodged any complaint against the services of the tracker partners.
· Vender Payments 
Arrange smooth payments of all the vendors / third parties work with department.
· Reconciliation of Departmental General Ledgers

Monthly/ Yearly reconciliation of the departmental all General Ledgers, highlight / confirm the suspicious transactions and finally report the reconciled MIS to the management.
· Randomly Assigned Tasks

Perform randomly assigned tasks directly from the senior management of the bank.

Bank AlHabib Limited
(17th Nov. 2005 – 29th Nov.2008)
· Three years as a “Branch Relationship Officer”  with prime responsibilities, maintaining smooth and hassle free coordination between assigned area branches (54 Branches) and miscellaneous centralized departments, conducting training sessions of the new comers, coordinate with (I.T Dept.), online support and guidance of the nationwide branches regarding their queries pertains to the different centralized departments working with the main back office. Also involved in managing, printing, dispatch, returned and tracking of the Customer statement of the accounts, managing bank’s old records (Archives Department).

Pakistan State Oil (PSO)

(16th May. 2004 – 13th Oct.2005)
· One and half year as “Customer Services Officer” with foremost duties were provide online balance information and transaction queries of the customers, Inquiry of the fake / Illegal transactions on fuel cards, Managing FMS ‘Fuel Management Solution” a web based card transaction inquiry service.

Synective Pakistan

(12th Aug. 2001 – 19th April 2004)
· Four years as an Assistant Manager as well as Show Room executive. Major responsibilities were managing customer satisfaction reports and achieving sales targets, maintaining customer data for after sales service and support, controlling all day-to-day affairs etc.

LANGUAGES KNOWN

· English

· Urdu

· Working knowledge of Sindhi.

· Working knowledge of Punjabi.

PERSONAL INFORMATION

DOB

: 30TH April 1980.
Nationality 
: Pakistani.
LEISURE ACTIVITIES

Reading, Internet Browsing, Traveling, Enjoy different cuisines.

REFERENCES

To be provided subject to requirement.
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