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SHAJAHAN BABU
Present address: Near Naïf Road DEIRA DUBAI, UAE
Contact No.:  +971 50 2850443,
Email Address: yshajahanb@gmail.com


CAREER OBJECTIVES

· To further develop the organization and my career in a position that encourages Creativity and responsibility, which emphasize on Communication and technical skills.
· Seeking a challenging job commensurate to my qualification and experience in order to utilize my skills as well as my knowledge in management and personal development.
· To establish a career with ample potential & prospects of further growth.
· Quest to work accordingly and proficiently.
· To engage in the Company in a challenging position with innovative work field of Accounts and Finance, involving prospects of self- actualization and growth.
 

WORK EXPERIENCE

ECONOMIC EXHANGE
Teller /Customer service –Rolla Sharjah Branch
February 14, 2022- July 2024

· Use computers and data processing programs to input customer information.
· Responsible for performing administrative task to support daily business operations.
· Serves customer by providing information, responding to request, resolving problems.
· Handling cash, credit or check transactions with customer.
· Helps customer with routine financial transaction.
· Buying and selling different currency.
· Knowledge in basic book keeping or accounting.
· Tallying cash make sure it’s correct and tally.
· Submitting report to supervisor for daily performance.
· Making Cash payment and Cash receipt. Banking activity Brs prepare and Reconcile all online vouchers

WORK EXPERIENCE:        
       CUSTOMER SERVICE, ADMIN
ARK INTERNATIONAL (GT) LLC            
JULY 2018 – DECEMBER 2018
· Posting Receivable and Payable entries 
· Handling staff payroll, customer related payments and petty cash 
· Examine bank statements and reconcile them with general ledger entries
· Prepare journal entries related to revenue and expenses and adjusting journal entries

CUSTOMER SERVICE, BRANCH INCHARGE
AL FALAH EXCHANGE COMPANY -SATWA , MUTEENA BRANCH
JUNE 2006  - August 2017
Job Profile:
· Manage all operational aspects including distribution operations, customer service and sales, Foreign currency Dealing,$ TT, Online transaction.

· Bring out the best personnel by providing training, coaching, development and motivation.
· Posting Journal entries, Receivables and  Payables
· Preparation of banking activities and bank reconciliation.
·  Telex Transfer, Swift Transfer, Online Money Transfer, DD issue.
· Responsible in dealing transactions in Western Union, Speed Remit, Instant Cash, Express Money, Drafts, Dollar Remittance and other Remittances
· Adhere high ethical standards, address customer and staff issues promptly
· Attending phone calls, customer complain, making Amendment, Western Union Inquiry, AML US$ Compliance inquiry and other business company letter.
· Accounting report check reconciliation statement and other accounts voucher analysis. 
· WPS salaries issued prepare EIF, SIF file and get approval from labour department.
· Respond to customer enquiries and problems by providing information or directing requests to others who can supply the necessary information or service.
· Furnish prompt, on time and efficient service to client with high level of accuracy.
· Ensure that customer problems and complaints are handled professionally, effectively, maintained at a minimum level and resolved up to the highest level of customer satisfaction.
· Analysis of Trading & Profit & Loss A/c’s, Balance Sheet including cash flow Statements and advising management of remedial actions.
· Meet goals, targets, merits, improvements and corrections actions that meet challenges
· Keen decision making of the branch

OFFICER
U.A.E. Exchange & Financial Services Ltd. 
15-JULY-2002 ~  03-AUGUST-2005
Job Profile:
.                Effective communication skills (English, Hindi, Tamil and Malayam)
· Flexible can response to challenging needs, can deal with people with different Background.
· Interpersonal skills.
· Can work under pressure, hardworking and willing to receive instructions to make          
· Assignment Fasts.
· Leadership quality.
· Work under tremendous pressure.
· Adapting to new culture without role ambiguity interested in taking up new assignments and 
· learn more about new things and new areas of work.

EDUCATIONAL BACKROUND:               
          M.B.A., 1998 – 2000 Batch, Secured 1st Class.
            B.Com, 1995 – 1998 Batch, Second Class

Educational Institution	:    Thanthai Hans Roever College Perambalur,    
                                                      Bharathidasan University, Trichy, Tamil Nadu , India
Area of Specialization	:    Finance.

Project Profile	:    A Study on Financial Analysis in Hindustan Photo Films Ltd, Ooty,     Tamil Nadu , India  
 PERSONAL INFORMATION:               

Date of Birth		: 	15th June 1977
Religion		: 	Islam
Nationality		: 	Indian
Marital Status		: 	Married
Passport No		: 	P 1741451
Passport Issue		: 	Dubai UAE
Date of Issue		:	16-06-2016
Passport Expiry	:	15-06-2026
Visa Status		:	Visit visa
 
 
Declaration:
 
I hereby declare that the information provided above is true with in the best of my knowledge, and I will submit all my original certificates & documents at the time of interview.
 
 
 

Y. Shajahan Babu
                         







image3.png




