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CAREER OBJECTIVE

 To ensure exploring strategic opportunities within an organization focusing on Branch Banking Operations positions. Specifically, one can bring you experience and success in improving business processes. 

PROFESSIONAL EXPERIENCE
Assistant Manager   
-  
  HBL 

- 
  15th August, 1991 – Till - Dated.
BRANCH OPERATIONS

Managing Cash Department closely work with bank tellers who perform functions for bank customers like encashing cheques and finding out checking balances. Performs job duties such as coordinating the daily work activities of the bank tellers as well as assigning new work duties to tellers as required.

· Supervise Pay Orders and Demand Drafts

· Supervise Online Fund Transfer 

· Supervise utility payments

· Balancing automated teller machines and replenishing ATM cash 

· Promoting banking services and answering customer inquiries 

· Balancing cash drawer daily 

· Managing Fast Cash Transactions for Customer 

· Managing Home Remittance Transactions 

· Managing ATM make sure that ATM are in working order and available to the public 24/7.   Maintenance of ATM Machine as clearing paper jam, replenish cash properly and ATM reconciliation.

· Handling Customer Claim related to ATM.

· Handling Captured Card Complain related to Customer.

· Managing Inward & Outward clearing counter of the branch, deposit Cheque on time and done all         relevant activities of Clearing.
· Worked as officiating Manager Operations on special assignment.

ACCOUNT OPENING DEPARTMENT
· Manage the department efficiently and service to Branch Customer within turnaround time (TAT) and handle day to day issues relating to account opening. Sound knowledge of account opening, SBP Prudential Regulations, KYC/AM L/Compliance/ Customer Due Diligence. Have quality of effectively managing people and managing department's processes in a controlled manner.

CREDIT ADMINISTRATION DEPARTMENT

· Responsible for Corporate Clients Hypothecated and Pledged stocks Inspection, Prepare Inspection Report , Report any issue highlighted in Inspection to relevant Department, limit control, credit control practices in the Bank.

REMITTANCE DEPARTMENT

· Supervise Pay orders, Demand Drafts, Telegraphic Transfers. Inter Branch Transfer. Prepare outstanding Reports for the same & reported to Head Office.

EDUCATIONAL BACKGROUND

	Year
	Name of Organization
	City, State
	Degree
	Major

	1989


	Karachi University
	Karachi, Pakistan
	B.A
	Political Science

	1986
	Karachi Board
	Karachi, Pakistan
	F.Sc
	Pre Medical

	1984
	Karachi Board
	Karachi, Pakistan
	Metric
	Science Group


PROFESSIONAL TRAINING / CERTIFICATES/

	Year
	Training / Certificates Name
	Name of Organization
	City, State

	12-2006
	Banking Operations Training (In Operations, Consumer Products & Service Excellence)
	Habib Bank Limited
	Karachi, Pakistan

	09-2006
	Team Bonding
	Habib Bank Limited
	Karachi, Pakistan

	09-2006
	Essential Skills for New Officer
	Habib Bank Limited
	Karachi, Pakistan

	04-2010
	MISYS Teller Supervisor Services Refresher
	Habib Bank Limited
	Karachi, Pakistan

	10-2016
	Anti Money Laundering Training 
	Habib Bank Limited
	Karachi, Pakistan

	11-2016
	Gender Diversity Program
	Habib Bank Limited
	Karachi, Pakistan


COMPUTER KNOWLEDGE

· MS Office (MS Word, MS Excel, MS PowerPoint etc).

· Banking Software’s (Misys, Cashier).
PERSONAL INFORMATION
· Father’s Name 


:
Haji Abdul Salam Khan

· Date and Place of Birth

:
23-09-1968

· CNIC




:
42101-5272017-1 

· Marital Status



:
Married

· Languages Known


:
English, Urdu.
REFERENCES

· Can be furnished on request.
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