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Objective:

Keeping in mind to grow and establish with the company good relations and customer confidence and co-ordination, effective, energetic, self motivated, having good Supervisory and Administrative skills, with a capacity to handle any challenging task. Long & healthy background of experiences in Banking, Treasury, Telemoney, TeleBank, HR & Administration, in Supervisory capacities. 

Self Profile :

· Perfect in Banking & Financial Systems, i.e., TELERATE, BLOOMBERG, REUTERS etc.

· Good and friendly attitude with fellow staff within the approach of productive environment.

Languages Proficiency: Speak, Write, Read.

ARABIC, ENGLISH, URDU, HINDI and TELUGU.

Educational Qualification:

· B.Com (Advanced Accountancy, Economics & Commerce).

· Internal Quality System Auditing (By Water & Co., London.) 

Technical Qualification:

· Tally & Peach Tree (Accounting Programs).

· Passed Higher Typing & Shorthand, speed 60 & 80 WPM respectively.

· Full knowledge of computer software packages (MS Office and Excel).

· Can independently correspond in Technical Banking Terminology. 

· Having Saudi Driving License for 20 years. 

Experience:

1) 
FAIRLINKS CONSULTANTS.




    July 2001 –April 2006.
Responsibilities:

· Worked for ICICI-Prudential as Insurance Advisor for 3 ½ years in Hyderabad, then due to good package in AVIVA (Life + Group Medical Insurance) joined as Financial Planning Advisor, and worked for around 18 months.
· Proprietor/Consultant, arranging Housing Mortgage & Personal Loans through reputed banks in India, such as: ICICI, HDF, CITI FINANCIALS, SUNDARAM FINANCE and HSBC etc. 
· Car rentals to International and National Visitors (self-driven & with driver).
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Job Description:
· Receiving proposal forms and tenders from Clients. Registering and forwarding the documents received to the Manger of Underwriting section.
· Showing the Clients properties as per their choice, obtaining documents and checking legalization as per the procedures of Registration Department, getting confirmation from the clients and monitoring until finalization of the transaction.

· Arranging all the necessary documents to obtain loan from the banks and processing them until it is approved and providing the clients with the amount of loan as per the terms and conditions of the institutions guidelines.

· Renting the cars as per the Visitors choice whenever necessary on Monthly Rental schemes.

2) 
SAUDI ORIX LEASING COMPANY.


      December 2000 – May 2001.
(Sister Concern of) SAUDI INVESTMENT BANK.



Responsibilities:

· Worked as a Senior Supervisor for documenting, preparing agreements for releasing the equipments, furniture & office automation systems.
· Getting quotations from the suppliers of Machinery & Office equipments required by the Client and procuring the necessary documents and releasing the total requirements. 
3) 
ARAB NATIONAL BANK – H.O. RIYADH

TREASURY / TELEMONEY OPERATIONS & HR / ADMIN .

  Sept. 1993 – Nov.  2000.
Responsibilities:

· Supervisor Treasury Operations, SWIFT Department.
· Supervisor Telemoney Operations, Supervisor Night Shift Data Input Operators.
· Supervisor TeleBank Direct, (Monitoring Transactions of Telephone Banking).
Job Description:
· Worked as Supervisor for Telemoney Operations & SWIFT Dept, to monitor Treasury messages through SWIFT such as: MT-100, 102, 105, 110, 202, 210, 210 & 500 series. 

· Worked as MSR (Management System Representative) to complete the procedures to obtain ISO-9002 Certificate.  Completed the task and received the Certificate for Telemoney Operations in Dec. 1998.  Also nominated as Representative for Y2K project for the Dept. and completed the task in Sept. 1999. Worked for (TBD) TeleBank Direct) as a Supervisor, to handle settlement of transfers of Major European Currencies.  Monthly Reports for Telemoney Operations.  Monitoring connections of ATM Cards to network for transferring funds, preparing Gateway Validation & Update Reports for Customer transactions through TBD. 

· Worked in the back office as (CPO) Currency Position Officer, for FX & Money Market Dealers, A key person for releasing SWIFT messages & confirmations, monitoring preparations for daily/weekly reports by junior staff. 

· Worked as HR Assistant & Admin Supervisor, to prepare Monthly Salaries, OTs, Annual Compensation Benefits, Termination Settlements, Transportation Schedules, Ticketing for senior staff, Arrangement of Hotels.

4) 
SAUDI ARABIAN MONETARY AGENCY – H.O. RIYADH

RESERVE BANK OF SAUDI ARABIA.



   November 1987 – August 1993.

Responsibilities:

· Worked as Assistant Dealer for Bonds, Independently handled all the correspondences with Int’l Banks for the settlement of Deals in Foreign Exchange, Deposits, Placements, Bonds, IRS & FRAs 
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etc., particularly for U.S. Treasury, U.K. Exchequer/Treasury, for currencies such as: USD, GBP, JPY, DEM, SAR, OMR, AED, FRF, SWF, CHF & ITL. 
· Preparing Weekly / Monthly reports compiled by Economic Advisors for Investment Department.
· Compiling Investment Data made by other Dealers on a daily basis, submitting the same report to Director of Investment Department, Deputy Governor & Governor of SAMA.
5) 
SAUDI CONSULTING SERVICES (SAUDCONSULT)

PURCHASING & ADMIN. SUPERVISOR.


  
    April 1983 – Nov. 1987.
Responsibilities:

· Worked as PURCHASING OFFICER & ACCOUNTS IN CHARGE for an Electrification Project of Electricity Corporation, at AL-HASA near AL-QUWAIYYAH (Riyadh- Makkah Expressway).

· Worked as a SENIOR ACCOUNTS INCHARGE & PURCHASER for Desalination Plant at DUBA (Saudi Arabia) near TABUK for Saline Water Conversion Corporation(SWCC).
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