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CAREER OBJECTIVE
To be a part of an Organization, contribute effectively to its growth and provide me with a consistent and professional future.
WORK EXPERIENCE:
BANK LIMITED, Mumbai, India                           
        (Aug2013 – Oct 2014)
Cash Management Department 
Job Profile:

· Receiving and processing bulk payment request.

· Processing Home Bank cheques.
· Managing the outstation process.

· Processing demand draft arrangements to other banks.
· Local cheque lodgement.

· Processing of Post Dated Cheques.

· Facilitating cash payment to other banks.
· Cheque and Demand Draft printing.
AXIS BANK LIMITED, Mumbai, India                                           
      (May 2012 – Aug2013)
Business Banking Department-Central Office  

Job Profile:
· Preparation of Management reports.

· Handling queries received from Cash Management Services (CMS).

· Facilitating cheque printing at Branch locations.
· Managing payments and collection queries through timely resolution.
· Co-ordinate with branch offices, cash-deposits of other banks.

· TAN Validation.

AXIS BANK LIMITED, Mumbai, India                      
                   (Dec 2011 – May 2012)
HR Department 

Job Profile:

· Conduct recruitment drive process for the bank, interviews and follow-up.

· Assisting in all HR related activities 

· Co-ordinate and complete joining formalities for new recruits.
· Manage Employee database, confirmation process and documentation filing.

P Chandramohan Charted Accountants                

      (Sep 2010 – Sep 2011)
Accounts Assistant 

Job Profile:
· Maintaining Books of Accounts (manual and computerized).
· Preparation of Trial Balance, Profit and Loss Account and Balance Sheet.
· Coordinating and assisting Chartered Accountants during annual audit.
M/s. FEATHER COMMUNICATIONS, Mumbai, India                          (Jun 2009 – Dec 2009)
Accounts Assistant - UTI Mutual Funds 
Job Profile:

· Manage day to day accounts.
· Conduct meetings, market and follow-up with potential investors.
· Arranging Investor Meetings

· Pan Card Processing

· Payment collection
ADACEMIC QUALIFICATION


Master of Business Administration from Sikkim Manipal University in Finance.

Bachelor of Commerce (Mangalore University)May 2009

ADDITIONAL COURSES:
•   DCA (Diploma in Computer Education)    




•   Tally 9.0

•   DacEasy








•   Peach Tree

PERSONAL INFORMATION
Date of Birth               : 20/09/1987

Marital Status             : Single
Languages known     : English, Hindi, Kannada, Konkani

Visa Status                  : Visit –Short term visa 

