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1. Curriculum Vitae 

SHOHOR BANU 

Bickley Grove, Sheldon, Birmingham, B26 

Mobile: 07734347818           Email: shohor.banu@gmail.com    

Personal Statement   

Detail-focused financial services professional skilled in document verification, risk 

assessment and clear decision-making. Confident in handling sensitive conversations, 

meeting deadlines and maintaining high compliance standards with professionalism. 

Key Skills  

• KYC & AML awareness  

• Regulatory compliance (DPA, FSA, GPDR, TCF, Banking Code)  

• Document verification & due diligence.  

• Fraud identification & risk assessment  

• Ability to work under pressure, conflict checking, and information analysis.  

• Strong written & verbal communication including Bilingual skills in Bengali & Urdu 

• Stakeholder management & confident decision-making.  

  

Employment History   

Secure Bank Trust (New Business) – Motor Finance Administrator  

AUG 2022 – PRESENT  

Key Responsibilities & Achievements:  

• Verified customer identity and documentation, including proof of address.  
• Completed due diligence checks, identifying fraud risks and vulnerable customers. 
• Assessed affordability by analysing payslips, income evidence, and bank statements. 
• Supported underwriters with clear analysis and recommendations.  
• Communicated decisions and information requests to brokers & dealerships. 
• Managed end-to-end applications within strict SLAs, with accuracy and compliance.  
• Exercised strong judgement when approving or declining finance agreements.  
• SAF qualified. 

Relevance to Gateley: Document analysis, source-of-funds review, stakeholder 

communication, compliance-driven, and working within regulated frameworks. 

 

mailto:shohor.banu@gmail.com
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FBS Insurance – Administration Manager/ Insurance Consultant  

AUG 2015 – AUG 2022  

Key Responsibilities:  

• Managed staff rotas, recruitment, payroll, and HR matters.  

• Handled budgeting, creditor payments, and financial administration.  

• Resolved customer complaints with clear, sensitive communication. 

• Provided bilingual support for walk-in clients, in Urdu and Bengali.  

• Liaised with third-party companies to obtain quotes and verify information.  

• Escalated accident management cases while ensuring full insurance compliance.  

Relevance to Gateley: Strong organisational skills, and handling sensitive information.  

 

Royal Bank of Scotland Group – Mortgage Collection and Recoveries Specialist  

JUL 2010 – JUL 2015  

Key Responsibilities:  

• Managed inbound & outbound calls, assessing financial circumstances.  

• Analysed multiple accounts and created repayment plans.  

• Liaised with solicitors and third-party agencies.  

• Worked under pressure in a compliance-heavy environment.  

• Adhered to DPA, FSA, TCF and Banking Code regulations.  

Relevance to Gateley: Risk assessment, regulatory compliance, financial analysis.  

JUNE 2005 – JUNE 2010 Birmingham City Council - Assistant Housing Officer   

Key Responsibilities:  

• Conducted detailed income and expenditure assessments.  

• Monitored arrears, new lettings, and legal paperwork.  

• Managed calendars, appointments, and home visits.  

• Completed Housing Benefit forms and prepared court documentation.  

Relevance to Gateley: Document analysis, legal paperwork preparation, risk assessment.  

 

EDUCATION 

University of Wales Trinity Saint David 

Level 5 Diploma in Business Management (2002 – 2005) 

 

References:  References available upon request. 
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 2. Cover letter 

To: Hiring Manager 

Gateley,  

One Eleven Edmund Street, 

Birmingham, 

B3 2HJ. 

Thursday 8th October 2026 

Application: Business Acceptance Analyst 

Dear Hiring Manager,  

I am writing to apply for the Business Acceptance Analyst position within Gateley’s 

Professional Regulation and Standards team. I bring extensive experience in document 

verification, due diligence, risk assessment, and compliance from my work in financial 

services, underwriting support and customer-facing regulated environments.  

In my current role at Secure Bank Trust, I verify identification and financial documents, 

assess affordability, identify discrepancies and potential fraud, and communicate decisions 

clearly to brokers and customers. I am accustomed to working under pressure, managing 

strict deadlines, and producing accurate, well-reasoned outcomes, all of which align closely 

with the KYC, AML.  

My previous experience in insurance, banking and public sector roles has strengthened my 

analytical skills, attention to detail and ability to manage sensitive conversations with 

confidence. I am committed to maintaining high professional standards and supporting 

effective risk management.  

I am drawn to Gateley’s reputation for integrity, collaboration and forward-thinking practice, 

and I would welcome the opportunity to contribute to your Professional Regulation and 

Standards function.  

Thank you for considering my application. I look forward to the opportunity to discuss my 

suitability further.  

Yours faithfully,   

 Shohor Banu 
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3. Job search and job description – (screenshots) 

  

Financial Analyst Job in Birmingham (with Salaries) | Indeed United Kingdom  

  

https://uk.indeed.com/viewjob?jk=646c177b7d616bd6&from=shareddesktop_copy  

  

  

  

  

  

https://uk.indeed.com/jobs?q=Financial+Analyst&l=Birmingham%2C+West+Midlands&radius=25&from=searchOnDesktopSerp&vjk=646c177b7d616bd6
https://uk.indeed.com/viewjob?jk=646c177b7d616bd6&from=shareddesktop_copy
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5. Glossary of Abbreviations 

 

AML — Anti-Money Laundering  

Laws and measures that prevent criminals from turning illegal funds into legitimate money, 

mainly through monitoring activity, identifying risks, and reporting suspicious behaviour. 

 

DPA — Data Protection Act 

The UK legislation governing how personal data must be collected, stored, processed, and 

shared. It ensures organisations handle personal information lawfully, fairly, and securely. 

 

FSA — Financial Services Authority 

The former UK regulator responsible for overseeing financial markets, firms, and consumer 

protection. Its duties were later transferred to the FCA and PRA in 2013. 

 

GDPR — General Data Protection Regulation 

EU data-protection law that sets strict rules for how organisations collect, use, store, and 

protect personal data, ensuring transparency, security, and individual rights. 

 

KYC — Know Your Customer 

A due-diligence process used to verify customer identity, assess risk, and prevent fraud, 

money laundering, and financial crime. Typically involves ID checks, address verification, 

and financial assessment. 

 

SAF — Specialist Automotive Finance (Qualification) 

An industry-recognised certification demonstrating knowledge of automotive finance 

regulations, responsible lending, affordability assessment, and compliance standards within 

motor finance. 

 

SLA — Service Level Agreement  

A contract that defines the required service standards, including performance targets, 

responsibilities, and consequences for not meeting agreed levels. 

 

TCF — Treating Customers Fairly 

A regulatory framework requiring financial organisations to ensure fair outcomes for 

customers, including transparent communication, suitable products, and responsible service. 

 

 


