	Muhammad Zubair Khan 

	Address    : House# 15/1-3, Sheet# 18, Model Colony, Karachi. 

E-mail       : Zubairkhattakkhan@gmail.com       
Mobile No : +92321-2346460 


	Objective
	Seeking a challenging position where I utilize the skills and knowledge which I had gained during my studies & work experience for the benefits and growth of the organization.


Professional Experience 

	Organization

	UBL Bank 
	Duration

	Department

	UBL Contact Center/Customer Service
	June, 2009 Till April 2014

	Designation

	Team Leader G2P/Cash Management/Home Remittances
	

	Brief Job Description
:
	· Perform the tasks of monitoring, organizing, and coaching team on a daily basis. 

· Responsible for improving the team and facilitating the communication among the members of team.

· Resolve customer queries regarding inward foreign remittance.
· Coordinate with branches for resolving the issues related to customers remittances
· Arrange payment and perform Cash over Counter transactions for offline branches.

· Dealing with different remitting companies via email and resolve their queries and arrange funds of their remittances.
· Performing franchise payments of cash management customers.

· Check and maintain MIS of cash management and Cash over counter transactions on daily basis.

· Ensure proper and timely feedback to concern departments, branches regarding G2P customer issues, Cash Over The Counter and Cash Management related customer issues, problems. 

· Guide team to handle all customers with good manners and according to standard operating Procedure, 

· Arrange training and coaching sessions regarding product knowledge and keeping team up-to-date. 


	

	Achievements
	On Job Internal Internship related to UBL Transaction Processing & Problem Resolution Unit of Contact center- Certificate awarded by relevant Department.
Certificate Of Participation in training “You At Your Best” related to Learning & Development, arranged by UBL Contact Center.
	17th June, 2011

26th  Dec, 2010


English Language Instructor Experience 

	Level
	Duration
	Organization

	Basic Level
	4 months
	AMI Apex English Language Institute

	Advance Level
	6 months
	Alpha Computer & English Language Institute

	Basic & Advance Level
	7 months
	IQ Pass Concepts


Academic Education

	Sr.
	Degree 
	Institution / University 
	Year

	I
	B.A
	Allama Iqbal Open University
	2012

	II
	I .Com
	Iqra Intermediate College
	2004

	III
	Metric
	F.G Public School
	2002


Computer Skills 

	Sr.
	Skills & Abilities 
	Proficiency Level

	I
	MS Office, Telephony, E-Mail, Work Distribution Systems
	Excellent

	II
	Internet Surfing-emails drafting
	Excellent


Other Professional Trainings

	Sr.
	Training Description
	Institution

	I
	Branch Banking / Phone Banking / UBL products training
	UBL Bank


Languages and Communication Skills

	Languages and Skills
	Proficiency Level

	Urdu / Panjabi/Pashtu

	Excellent conversant

	English Language
	Communicate effectively both orally and in writing


Personal Information

	Father’s Name

	Muhammad  Ayub Khan

	Marital Status 

	Single

	Religion


	Islam

	Date of Birth

	26th March 1985

	CNIC No

	42501-8639742-3
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