	                                 Fahd Nauman
					Mobile: +9739814695
					Email: nauman8189@gmail.c
                                                                                                                                                                                                                                                                                                                                                                    	          OBJECTIVE:                                                                          
	               Quality/customer experience, Working in a highly dynamic environment demanding 	              strong leadership, effective team management, concepts for business/service 	                             improvement with an emphasis of increasing productivity, reducing costs improvising service delivery impacting the customer’s overall experience.

PROFILE OVERVIEW:
Professionally, conscientious, enthusiastic team player with a stellar track record of superior performance in customer experience, branch banking, handling customer relations & retentions, product sales, marketing, administrative support & operations.

PROFESSIONAL WORK EXPERIENCE:
Mehr Muhammad Din & Sons
Import & Export Officer
(May 2016 to 2024)
Job Responsibilities:
· Liaising with the Warehouse, Sales and other relevant departments to determine items to order.
·  Request for Pro forma Invoices from Overseas Suppliers 
·  Processing of Overseas Purchase orders 
·  Placing of orders with Suppliers from overseas 
·  Processing of Pro forma Invoices and IDF application 
·  Preparation of Marine Insurance Covers 
·  Processing of payments for Suppliers 
·  Preparation of Letters of Credit
·  Expediting/routine follow up on status of goods to ensure that suppliers meet delivery promises
·  Tracking of incoming shipments
·  Liaising with Clearing Agents on cargo clearance with Customs 
·  Expediting inspection of goods received 
·  Notifying Suppliers on short-shipped, over supplied and faulty items received and taking the necessary action 
·  Liaise with Stock Control on Preparation of GRN 
·  Filing and keeping records of all imports documents
·  Updating of imports register and emailing consignments status reports to the M.D., Warehouse and Sales Department. 
·  Export Documents Preparation when requested by clients 
·  Liaising with Clearing Agents on cargo clearance with Customs 
·  Expediting inspection of goods received
·  Notifying Suppliers on short-shipped, over supplied and faulty items received and taking the necessary action
· Any other duty that may be assigned by the Managing or Financial Directors

Emirates NBD (Innovations) Dubai UAE
Relationship officer (Multi Products)
(July 2015 to Dec 2015)
Job Responsibilities:
· Cross sell new products and services.
· Proactively identify sales prospects and done business development activities in geography assigned.
· Follow up new leads and referrals to genera tic business.
· Follow the various internal guideline and procedures of the bank
· Ensure customer satisfaction.
· Resolves customer queried/issues.
· Maintain periodic status reports, including daily activity report and calls/follow-ups.
· Responsible to achieving the monthly sales targets, assigned, for various products and services offered by the bank.
· Actively participating in KIOSK activity in Malls and Corporate areas.

Elite Group of colleges, Pakistan
Account Officer
(Sep 2013 – Jan 2015)
Job Responsibilities:
· Prepares asset, liability, and capital account entries by compiling and analyzing account information.
· Documents financial transactions by entering account information.
· Recommends financial actions by analyzing accounting options.
· Summarizes current financial status by collecting information; preparing balance sheet, profit and loss statement, and other reports.
· Substantiates financial transactions by auditing documents.
· Maintains accounting controls by preparing and recommending policies and procedures.
· Guides accounting clerical staff by coordinating activities and answering questions.
· Reconciles financial discrepancies by collecting and analyzing account information.
· Secures financial information by completing data base backups.
                           Mughal Textile, Pakistan
Administration Officer
(Aug 2010 – Aug 2013)
               Job Responsibilities:
·   Receive and verify invoices and requisitions for goods and services
·  Verify that transactions comply with financial policies and procedures
· Prepare batches of invoices for data entry    
·  Maintain listing of accounts payable
·  Maintain the general ledger
· Record all cheques  
· Data enter of payroll information
· Prepare and remit source deductions and payroll tax
· Establish and maintain confidential casual employee files
· Calculate salaries and benefits
·  Verify pay amounts, hours of work, deductions, etc
·  Sort and distribute incoming mail to areas and staff within the organization and dispatch outgoing mail
· Write business letters, reports or office memos using word processing programmers
· Answer telephone enquiries from customers, attend to visitors and assist other staff in the organization with their enquiries
· Operate a range of office machines such as photocopiers, computers and faxes
EDUCATION:
M.COM–Accounting & Finance
University of Sargodha, Pakistan
Major Subjects:
Corporate finance
Investment Portfolio
[bookmark: _GoBack]Accounting for Decision making
Cost Accounting 
TECHNICAL SKILLS:
CRM/ORACLE/SIEBE/Temenos24
Data Mgmt. Systems: 
MS Office - MS Word, MS Excel, PowerPoint, Outlook Express

KEY STRENGTHS & BUSINESS SKILLS:
Effective Communication & Presentation Skills, Strong Negotiation & Persuasion Skills
Keen Listening Skills to learn from another’s view Competent Training & Coaching Skills	Customer Relationship Management (CRM), Project Planning & Diagnostics
Problem   Solving, Data Analysis & Reporting Proficient Business Writing Skills, emails, business proposals, memos, Leadership qualities
Language Skills:
Urdu&English
Personal Details:
                Name:                  Fahd Nauman
Date of Birth:     11th February, 1989
Nationality:        Pakistani	                                              
 CNIC No:            34101-4310532-5                                                                                 
                                                                 References will be furnished upon request.
