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Operations and Customer Service Professional

 



Contact No:  +97150-9984671
E-mail: kristinespatawaran@yahoo.com, krispat04@gmail.com
A highly experienced in banking industry proven career record of effective branch cash management and ensuring high level of service delivery and customer satisfaction. 
Can work well under pressure with attention to detail.
A highly disciplined, motivated and hardworking professional by personality who is striving towards achieving objectives, receiving any challenges, ensuring error free transactions, contributing to lead generation and dedicated with a positive attitude.
Possess excellent customer service, client relationship, negotiation, communication, interpersonal & IT skills. 

ACHIEVEMENTS
Thirteen(13) yrs. and (9)months of substantial work experience in   Union National Bank –Abu Dhabi Commercial Bank as Senior Teller(Supervisor)- Teller- Customer Service Representative 
Five (5) yrs. of substantial work experience in branch banking operations in Banco De Oro Universal Bank, Philippines as Teller – Marketing Assistant IV
Recipient of Gold Best Service Branch Award in year 2007 from Union National Bank
A consistent Smart Front liner Awardee in Banco de Oro Universal Bank, Philippines
Achieved a consistent career progression on the base of excellent performance demonstrated.
	
AREAS OF EXPERTISE
Delivering superior customer service within the scope of policies & procedure laid down by the bank
Effectively managed the branch ensuring staff follows the Bank’s Service Standards and always accurate in cash handling, receive positive audits while maintaining a positive and productive work environment.
Successfully set up /opening-relocating bank branches in UAE
Developed proper coaching processes for new and existing branch Tellers, Customer Service Representative and even Branch Managers to maximize their effectiveness on the job and ability to track frauds.
	
PROVEN JOB ROLE

	SENIOR TELLER/ TELLER  01/2006-10/2019 
Abu Dhabi Commercial Bank-( Union National Bank) – 

	
	 
	 
	Sharjah, UAE 

	September 2019 to October 2019
March 2018 to  August 2019   
	Assigned as Teller in Sharjah Industrial Area(ADCB)
Assigned as the Acting Supervisor -Al Taawon Br Sharjah 

	December 2013 to March 2018  
	Assigned as the  Acting Supervisor- Al Jurf Br Ajman 

	December 2012 to December 2013 
	Assigned as the Acting Supervisor- Al Rumaila Br Ajman 

	January 2006  to December 2012 
	Assigned asTeller,CSR,HeadTeller - Al Arooba Br Sharjah 


My other responsibilities include, but not limited to:   
· Managed effectively all the people of cash, operation area and branch processes to achieve the customer satisfaction levels and trouble free branch operations as well as fraud elimination and acceptable audit rating. 
· Monitored and checked all Tellers and Back Office transactions to ensure risk free are functionality and zero errors in transactions 
· Conducted daily checking on individual Teller cash positions to ensure no difference in cash and no loss or misuse of financial instruments 
· Conducted AML review of customer accounts based on AML Alerts and Analytical reports generated by the unit.
· Ensured that Payment Screening and Customer Screening programs are running effectively in the bank, in line with its Sanctions Policy and the regulatory requirements.
· Responsible for conducting money laundering related investigations by analyzing customer transactions/ trend,  drawing conclusion, and drafting Suspicious Activity Report for submission to Compliance Department
· Conducted daily replenishment and checking of ATM machine to ensure proper ATM functionality 
· Developed proper coaching processes for the New and Existing Staff to maximize their effectiveness on the job and ability to track frauds 
· Managed office access for training staff and developed accurate recording process for all staff training and arranging for any hotel accommodation whenever needed.
· Monitored and approved ordering of new office stationery through the approved vendors.
· Reconciled and monitored daily /yearly staff attendance to ensure staff availability in the branch
· Monitored the waiting queues and Tellers functions to achieve acceptable reduction in serving time, customer satisfactions as per pre-decided standards. 
· Investigated all deviations and exceptions reported in the teller area of the branch. 
· Recommended process changes ,technical modification and monitors administrative matters especially the financial cost in the branch
· Handled the building management staff and various contractors to ensure the smooth running of     the office especially the  bank branch alarm user access (alarm and keys)
· Authorized Outward and Inward Clearing Cheques through ICCS; 
· Monitored the process of remittance in the bank local and international transactions
· Pay good efforts in cross selling bank products to achieve acceptable contributions in branch financial targets
· Attended different clientele needs such as processing and accepting cash deposits, withdrawals and encashment of cheques at the bank.
· Prepared and checked the daily and monthly  reports; 
· Maintained team spirit by providing support whenever required. 
 	
	MARKETING ASSISTANT IV / TELLER – 10/1999 to 01/2006 Banco De Oro Universal Bank 
	 
	Philippines 


· Attended different clientele needs such as opening new accounts, time deposits, processing of deposits, withdrawals, encashment, and foreign exchanges at the bank.
· Responsible for rendering courteous, pleasant, efficient, accurate and prompt customer service relative to opening of new accounts as well as other investment products and bank facilities.
· Responsible for establishing client’s identity.
· Interviewed prospective clients and informed them of the mechanics and documentary requirements of products /services rendered.
· Responsible for checking scanned customer’s signatures and maintenance for change of address, status and error in account opening data, if there is any.
· Responsible in training newly hired staff.
· Performed financial transactions such as Term deposit Placements and Investments to bank.
· Sold and cross-sold various products and services offered by the Bank 
·  Responsible for recording and balancing day-to-day transactions.   
· Prepared reports relative to remittance, placements and time deposits. 
 
	LEGAL SECRETARY – 03/1999 to 10/1999 The Law Firm of Coluso Chica and Associates 
	 
	 
	 
	 
	Manila, Philippines 


· Assisted and worked closely with the lawyers 
· Answered incoming and outgoing calls in the office.
· Collated weekly reports of administrative matters and prepared monthly summary reports. 
· Handled information dissemination and communication requirements within and outside the firm 
· Managed the daily expenses of the firm as well as the preparation of the corresponding monthly summary report. 
· Performed other related duties as may be assigned by the Supervisor 
 
	LEGAL ASSISTANT – 07/1998 to 02/1999 Purefoods Corporation 
	 
	 
	 
	 
	Manila, Philippines 


· Assisted and worked closely with the Vice President of the Legal Department. 
· Provided assistance to the legal Staffs in routing pertinent documents from time to time. 
· Responsible for keeping and filing important documents and performed other related duties as may be assigned. 

EDUCATION / TRAININGS
Bachelor of Arts Major in Legal Management (1995-1999) 
University of Santo Tomas Espana 
Manila, Philippines 

TRAININGS ATTENDED 	 
· Financial Statement Primer-(January30 to 31, 2019) EIBFS Sharjah UAE
· Banking Practice & Law in UAE-(September 21 to 23, 2014)- EIBFS Dubai UAE 
· Effective Leadership-(October 10 to 22, 2013  )- EIBFS Sharjah UAE 
· Basic Foreign Exchange –(May 01 to May 03,2011) – EIBFS Sharjah UAE 
· Customer Relationship Management (Dec.20 to Dec.22, 2009)- EIBFS Sharjah UAE 
· Solution Selling: Effective Closing Sale (March2011)-E Learning 
· Solution Selling: Developing A Winning Strategy( March 2011)-E Learning 
· Sales Skills: Gaining Customer Commitment (March 2011)-E Learning 
· Sales Skills: Overcoming Obstacles (March 2011)-E Learning 
· Sales Skills: The Fundamentals (March 2011)-E Learning 
· Anti-Money Laundering  Compliance (Feb.12, 2006) - HO Abu Dhabi UAE 
· Retail Products (Feb.21 to Feb. 22, 2006) - HO Abu Dhabi UAE 
· Communication & Presentation Skills (Apr. 29 to May 02, 2006) - HO Abu Dhabi 
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Ms.Najia  Mohamed Alqasimi				
Branch Manager-ADCB
Najia.alqasimi@adcb.com
Mob. No.0501611178

Mr.Hossam Gomaa
Transaction Services Manager -ADCB
Hossam.Gomaa@adcb.com
Mob. No.0505489415
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