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Objective:
Seeking a position to utilize my skills and abilities in an industry that offers professional growth while being resourceful and innovative.

 

Educational Background:

	QUALIFICATIONS
	NAME OF THE INSTITUTE
	NAME OF THE UNIVERSITY
	YEAR OF PASSING

	M.A ARABIC
	The New College, Chennai, India.
	University of Madras
	2003-2005

	B.A ARABIC
	The New College, Chennai, India.
	University of Madras
	2000-2003

	XII STD
	The Kellett Hr Sec School, Chennai.
	Dept Of Govt. Exams
	2000

	X STD
	St.Joseph’s Hr Sec School, Chennai.
	Dept Of Govt. Exams
	1998


 

Summary of Qualification:

Good skills in the area of Communication Arabic as well as in Translation.

Good knowledge of Banking Management and Operations.
Good knowledge of Teaching Arabic as well as Islamic Studies

            Good Typing skills in English as well as in Arabic.

              

Technical Qualification:

Computer Skills: MS-Excel, MS-Word, PowerPoint, CorelDraw, PageMaker,     Photoshop and SQL.

Typing Skills: Higher – English and Arabic. Lower – Tamil and Urdu.
 

Experience:

1. STANDARD CHARTERED SCOPE INTERNATIONAL PVT LTD, CHENNAI, INDIA.  (May 2006 to Feb 2010)

Senior Officer (Consumer Banking Operations)

Areas Handled:
Translator: Translating Documents from Arabic to English & From English to Arabic.

Translator: Translation for UAE Credit Cards.

Translator: Translation for different countries (UAE, Qatar, Bahrain, Jordan, Oman, Lebanon, and Botswana).
Translator: Translation for Account Opening, Auto Loans, Personal Loans and Mortgage Loans.
Profile Experience:
Translating based on customer documents (Passport, Visa, Identity Card, Salary Certificate, Power of Attorney (POA), Memorandum of Association (MOA), Deeds, Signing Authority, Trade License, DL, Bank Statements, Registration Certificate, Insurance Certificate, Invoice etc..,

Translation, Underwriting, Credit Card Data Making and Checking, Documentation as per DOI (Department Operating Instruction) issued by CPC (Country Processing Centre) Dubai UAE.

Usage of policy guidelines to take appropriate decision within specified TAT (Turn around Time).

Taking Training Sessions especially for the new joiners about the product.

To make review on Card / Loan Applications and provide appropriate decision making with all policy norms.

To co ordinate and man handle volume spikes during month end period.

Preparation of daily MIS for both Cards / Loans segment and circulating the same to all stakeholders.

To conduct proper go through of all surrogate programs and ensure all policy norms applicable being met.

Always ensure high quality approval so that maintain business / portfolio risk within acceptable level.

Finding quick resolution to queries / complaints rose by customers and always ensures quality service.

Handling customer’s complaints through Emails & Mind align.

Achievements:
Successfully migrated five Countries (Jordan, Lebanon, Qatar, Bahrain and Oman) Credit Card Processing from Dubai to Chennai and stabilized the process smoothly within two months and also managed more than seven people under me and given training for them to run the process effectively.

Awards & Certification:



Team Award for the Month of July 2006 for Superlative Performance as a Team


Super Contest Xtra Mile Award for the Month of August 2007


Super Contest Xtra Mile Award for the Month of March 2008


Super Contest All Rounder Awards for the Month of Sep 2009

2 A.L.M MATRICULATIN HR. SEC. SCHOOL, CHENNAI, INDIA-Part Time (June 2004 to April 2005) ARABIC TEACHER (P G ASSISTANT IN ARABIC)
Profile Experience:
Arabic Classes taken from STD – I TO XII

From Standard I to V Teaching Arabic Basic Fundamentals.

From Standard VI to IX Teaching Arabic Durus al-lughat al-‘arabiyyah (Grammatical terms and symbols)

From Standard X, XI, XII Teaching Arabic Lessons, Poems, Grammars and Islamic Studies like Qur’an Recitation, Life of Prophet Muhammad S.A.W.S and his companion’s life Histories etc…,

3. GILL ADARSH MATRICULATION HR. SEC. SCHOOL, CHENNAI, INDIA-Part Time (June 2005 to April 2006) ARABIC TEACHER (P G ASSISTANT IN ARABIC)
 
Profile Experience:
Arabic Classes taken from STD – X, XI, XII

Teaching Arabic Lessons, Poems, Grammars and Islamic Studies like Quraan Recitation, Life of Prophet Muhammad S.A.W.S and his companion’s life Histories etc…,
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