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CV No: 984702 

Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686 


Objective:………………………………………………………………………

To be a distinct professional, seeking opportunities to learn and enhance my skills in a challenging environment where I could contribute to the organizational and professional growth.

Work experience:
	Name of the company
	Back Office Support & Services
	

	
	
	

	
	
	

	
	
	

	Location
	Dubai
	

	
	
	

	Tenure
	June 2011 to till date
	

	
	
	

	Designation
	Operation Assistant
	

	
	
	


Job Profile:
· Receiving and keeping track of prepaid forms from the Telesales and New Acquisition team on a daily basis. 
· Receiving and keeping track of Load forms from Wealth Management, updating the same in Master file and interacting with the dispatch team for cards delivered to customers for the Prepaid card no or the Card Pack ID. 
· Debiting customer’s Credit card or Account with the amount required to load in the prepaid card in Prime and Finacle from the Telesales, New Acquisitions and Wealth Management teams. 
· Debiting customer’s Credit card or Account for courier charges of Prepaid Card in Prime and Finacle from the Telesales, New Acquisitions and Wealth Management teams. 
· Transfer of balance from one prepaid card to another prepaid card in ECS backoffice. 
· Loading of Customer’s prepaid card in ECS agent portal. 
· Closure of Prepaid Cards in ECS back office. 
· Cashback Redemptions and forfeitures on Credit Cards in Prime and updating memos on the same 
· Postings of MasterCard and Visa Settlements in Finacle including Multicurrency’s. 
· Running reports of Closed cards (for less than and more than 100) Auto write of Cards and Loan on Cards daily, posting the same in Prime and Finacle. 
· Running PIN/Card replacement fee reports in Equation and posting the same in Finacle. 
· Closure of Credit Cards by taking reports in Prime, Online. 
· Preparation of MIS reports of Prepaid Cards and Cashback Redemptions. 
	Name of the company
	Deals Group
	

	
	
	

	
	
	

	Location
	Mangalore
	

	
	
	

	Tenure
	June 2009 to Feb 2011
	

	
	
	

	Designation
	Accountant
	

	
	
	



Responsibilities:: ……………………………………………………………….
Responsible for maintaining Computerised Accounting in Tally of Deals Group.
Job Profile:
· Preparation of monthly credit invoices and monitoring its distribution 
· Preparation of ageing report of Debitors/Creditors 
· Receive and verify invoices and requisitions for goods and services 
· Prepare and process accounts payable cheque 
· Record all cheques 
· Resolve invoice discrepancies 
· Vendor file maintenance 
· Bank Transactions/Bank Reconciliation Statement/Bank Correspondence. 
· Preparation of monthly purchase report to review the senior management 

Educational Qualification::………………………………………………

	Course
	University/ Board
	Institution
	Year of

	
	
	
	Passing

	
	
	
	

	B.Com
	Mangalore University
	St Aloysius College,
	2009

	
	
	Mangalore
	

	
	
	
	

	PUC
	Karnataka Pre University
	St Aloysius P.U. College,
	2006

	
	Board.
	Mangalore
	

	
	
	
	

	SSLC
	Karnataka Secondary
	Milagraes High School
	2004

	
	Education Board
	
	



Computer Skills:………………………………………………………………

· Diploma in MS Office (MS-Word, MS Excel, Visual FoxPro, MS Access, Internet Browsing) 
· Tally 9.0(VAT Enabled) 

Accomplishments:………………………………………………………………

· Been a part of AICUF ‘National Level Leadership Camp’, Bangalore. 
· Been a part of organizing committee for AICUF State level convention, Mangalore. 
· Been a part of organizing & discipline committee for ACME, Inter collegiate national level commerce fest. 
Capabilities:……………………………………………………………………

· Good resolution skill with precise planning time management. 
· Quick learner with ability to grasp new concepts and technologies. 
· Energetic and self motivated. 
· Proven ability to work in both independent & team environment. 

Hobbies:………………………………………………………………………….
· Trekking 
· Active participation in Youth activities 
· Going on long rides with friends 

Personal Profile:…………………………………………………………………
	Date of Birth
	:
	19 Jan 1988

	Father’s name
	:
	Lawrence Lobo

	Nationality
	:
	Indian

	Languages known
	: English, Hindi, Kannada, Tulu and Konkani

	Visa Status
	: Employment Visa (DSO free zone)


I here by declare that the above furnished information is true and correct to the best of my knowledge.
Yours Sincerely
