SOMAIA RASOOLI

Administrative and Finance
Assistant

CONTACT —  ABOUT ME

0793149759

Dedicated and results-driven Finance and Administration Professional with over

E S.Rasooliesaifrood.org three years of progressive experience in finance, administration, customer
service, and organizational support within the banking, education, and
E humanitarian sectors. Proven ability to manage financial records, administrative
operations, customer relations, documentation, and compliance with
ﬂ Herat, City Afghanistan organizational policies and procedures. Experienced in budgeting support,

bookkeeping, staff administration, records management, and delivering high-
quality customer service. Strong organizational, communication, and problem-
solving skills with a commitment to accuracy, accountability, and continuous
EDUCATION - professional development. Able to work effectively in multicultural environments
while maintaining confidentiality, professionalism, and high ethical standards

Bachelor of Economics

Asia University EXPERIENCE
2017 - 2021

SKILLS

O Customer Service Representative (CSR)  January 2025 - Present
Maiwand Bank, Herat, Afghanistan
Key Responsibilities

e Open customer accounts in compliance with bank policies and KYC

e Financial requirements.

Management e Verify customer documents and maintain accurate account records.

Oe Provide information on banking products, services, and account

e Administrative procedures.

Mdndgement e Process account transfers, updates, and closures efficiently.

e |ssue cheque books and update customer information in the banking

e Customer Service system.

. Respond to customer inquiries while ensuring high-quality customer
e Documentation & ° P q g high-quality

service.

Filing O+ Maintain confidentiality and ensure compliance with banking regulations.

e Data Management
e Microsoft Office eptember 2023 - August 2024
Customer Service Representative (CSR)

e Communication
Islamic Bank, Bahzad Street, Herat, Afghanistan
Skills

Key Responsibilities
e Teamwork & e Assisted customers with account opening and banking services.
e Verified customer documents and completed KYC procedures.

Coordination e Processed account transfers and customer service requests.

. e Maintained customer records and banking documentation.

e Problem Solving ) ] ) ) )
e Provided information on banking products and services.

e Ensured confidentiality and compliance with bank policies.

e lLeadership Skills



Student Affairs Manager
Asia University, Herat, Afghanistan

LANGUAGE ——— September 2024 - January 2025

Key Responsibilities

° Eng”sh e Manage student affairs activities and provide administrative support to
students and university departments.
 Persian e Maintain and update student records, files, and academic documentation.
e Coordinate student registration, enrollment, and related administrative
e Pashto

processes.

e Maintain organized filing systems and ensure proper documentation.

e Monitor staff attendance and maintain administrative records.

e Support recruitment, HR activities, and internal capacity-building
programs.

e Prepare reports and provide administrative support to university

management.

Intern
GVC ltalia, Herat, Afghanistan

August 2019 - August 2020

Key Responsibilities

e Supported different departments with daily administrative tasks.

e Assisted in research activities and preparation of required information.

e Performed clerical duties, including filing, documentation, and record
management.

e Maintained and organized office documents and administrative files.

e Assisted in preparing reports, correspondence, and other office materials.

e Supported data entry and general office operations as assigned by

supervisors.

Intern

Shahkar Group Co., Herat, Afghanistan
March 2018 - June 2019
Key Responsibilities
e Maintained and updated staff personal files and administrative records.
e Prepared staff timesheets and maintained attendance and leave records.
e Assisted in coordinating and facilitating internal capacity-building
programs.
e Supported recruitment processes and administrative activities.
e Organized documents and maintained proper filing systems.

e Provided general administrative support to the organization.

REFERENCES

Jailani Rahgozar Mr-Gulabuddin MIRI Mohammad Mahsil Noorzai

HR Manager Chancellor of Asia Bank manager

. +93799664262
Phone: Phone: (729194657 Phone: +93 78 729 8808

Email: shahkar.afg.co@hotmail.com Email: info@asia.edu.af Email: info@Mahsil.noorzai2@gmail.com



