CV No: 1091022
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686      
Objective:
To establish myself in a stable and well reputed company where I can utilize and contribute my expertise and experience and harness my potential to be part of the company’s growth with my loyalty ,dedication ,and hard work in an environment that offers challenge, recognition and a bright career.
(Foreign Exchange/Portfolio management / Cash/Accounts/Back-Office Administration)
Profile Summary

· A management functionary offering over  5 years including of proven skill-sets spanning accounting, cash management, back-office process management, customer service management, etc

· Has gained valuable expertise in forex transactions & management, KYC policies including currency transfers, SWIFT, TT transactions, inward & outward foreign remittances, etc
· In-depth knowledge in the areas of foreign exchange, share trading ,insurance and investments

· An excellent leader, proactive team player, and outstanding relationship builder,  has sound communicational, interpersonal, man management and change adaptable abilities

· A keen learner, sincere worker & customer-oriented finance professional desirous of positively contributing to organizational growth & profitability through proactive learning & performance enhancement 
Core Competencies
· Foreign Exchange Management
· Portfolio management / share trading / Investment Banking
· Accounts Management

· Team Management

· Front & Back Office Administration

· Customer Service Management
 Exchanger/ Cashier- Confidental
· Forex operations like foreign currency exchange& sale(wholesale & retail)
· Disburse salaries to our listed companies& employees as per in our WPS system as monthly.

· Receive all WPS payments by cash & cheque and make the Reciept for the same.
· Receive  LABOUR GUARANTEE payments from companies as advised from the Ministry of labour(MOL)

· Miscellaneous payments as per the company policy

· Plan and submit reimbursement claims as per the agreed periodicity for the accounts for cross verification and approval.

· Maintain proper documentation for all currency, cash, cheque transactions as well as reimbursement claims,advances, etc 
· Handling all system software password like western union ,demexis etc

· Branch out & branch in all foreign & local currency from head office
· Handling of all cheque & cash dealings.

· Approval & control of branch expense & petty cash

· Tallying cash & foreign currency transactions & money transfers.
· Be responsible for the safe custody of cash received and or relevant documents and currency stocks.

· Answer the queries professionally ,either in person or over the phone.

· Ensuring high quality service and customer relationship management.
· Preparing month end report.

· Assist the finance function with general accounting entries or other such activities as advised from 
Time to time.

Cashier/Exchanger (Forex) - Wall Street Forex- Tirur,India -  April 2011 to October2011
· Forex operations like Foreign currency exchange, sale (Whole sale & retail) & Currency exporting operations.
·  Tallying cash & foreign currency Transactions and Money Transfers, 
· BTQ, BTS, Retail and Bulk purchase & sales of Travelers cards & cheque, Swift and TT Transfers also Western Union Money transfers. 

· Dealing with Treasury, Preparing Cash & FC report , cash book, bank register , bank reconciliation etc

· Making new tie ups with the corporate and banks 

· Ensuring high quality service and Customer Relationship Management.

Cashier -  Weizmann Forex Ltd- Calicut, India- February 2009 – April 2011
· Handling Forex Transactions and Money Transfers, like BTQ,BTS,Retail and Bulk purchase & sales of FC’s &TC’s, Swift and TT Transfers and also Western Union Money transfers. 

· Ensuring high quality service and Customer Relationship Management

· Managing cash & accounting functions and also administrating daily staff & other office activities
· Also attended to foreign exchange transactions & currency transfers and provided customer services

· Reporting on a periodic basis to the Area Manager
Arbitrage Dealer -Bonanza Portfolio Ltd –Bangalore/Calicut, India- February 2008-February 2009 
· Online share Trading 
· Buying and selling of company shares listed in National stock exchange(NSE) & Bombay stock exchange(BSE)
Educational Qualification

· Bachelor of Commerce, Calicut University
·  PLUS TWO(commerce),( Govt.of kerala Board of higher secondary)
·  S.S.L.C (Board of public Examination, Kerala.) 
Technical Qualification
· Knowledge in Forex software 2x application exchange on net & en export 
· knowledge in Western union money transfer software Translink / WUPOS
· Knowledge in NSE/BSE trading  software ODIN
· Windows, Ms office ,excel, Excellent working knowledge of computer, Internet.
PERSONAL DETAILS: 
Date of Birth                            :             26/05/1986

Age                                            :             27 yrs 

Sex                                             :             Male

Nationality                                :             Indian

Marital Status                          :             Single

Languages Known                   :             English,  Hindi ,Malayalam
