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 Career Objective

Desire a challenging career in a professionally managed, progressive company in order to utilize my quality driven professional ethic, result oriented personality and creative problem solving skills.
Job Experience

October 2013 – January 2015  Steplite Lifestyle Medicine Clinics , Calicut. India.
Designation: Administrator

Steplite Lifestyle Medicine Clinics provides drug free treatments for common as well as rare disorders, using lifestyle medicine principles. And firmly believe that most of the illnesses can be controlled or cured through lifestyle methods alone, and drug therapies are often unnecessary or misleading. Sometimes, diseases which are 'incurable' through pills can be easily managed through lifestyle methods.
Job Profile:
· Responsible for the performance or management of administrative business operations.

· Responsible for maintaining all Books of accounts.

· Treatment and Quality of Services.
· Billing and Collection of cash from patients both Outpatients and In Patients.

· Supervision of the clinics related activities for therapies.

· Clientele and Consumer Relations.

· Compliance and Documentation.

· Staffing and Staff Relations.
May 2012 – May 2013            Al Dhafra Exchange P.S.C, Abu Dhabi
Designation: Branch Manager

Dhafra Exchange P.S.C. is the money transaction arm of the renowned ABER GROUP, which has diverse business interests. Trust and reliability were the watchwords, which is the foundation of Al Dhafra Exchange customer base. With headquarter in Dubai Al Dhafra Exchange is founded by Money Exchange veterans to offer various services in Money Exchange. Foreign Exchange and remittance is at the heart of our business. 
Job Profile:
· Actively drive revenue growth through the focus on sales within the branch whilst also acting as the single point of accountability for end to end customer to maintain branch profitability and customer satisfaction. 

· Ensure needs-based selling in accordance with FA Act and service compliance with internal audit, security and external regulatory requirements. 

· Ensure effective use of resources at the branch; create a high performance culture through motivation, training, development of the sales team

· Proficient in dealing with customer queries and training the front line and open staff.

· Well versed in payroll management, costing analysis, planning credit protocols, assisting on investor relations, etc.

· Inter-branch money transfers, purchase and sale of foreign currency bank notes.

· Reviewed and analyzed competitor activities and tariffs to fine-tune pricing strategies.

· Issuing Demand Draft, Telegraphic Transfers & Mail Transfers…..etc. 

· Western Union Money Transfers.

· Assist the Customers to Open NRE And NRO Accounts.

· Assisting Companies register under WPS (Wages Protection System).

· Handling Complaints Enquiry and Maintaining different registers.

· Preparing Daily Reports at the end of the day.

· Address queries and provide necessary information on company’s various portfolios of services.

December 2008 –December 2011             Emirates India International Exchange, Dubai
Designation: Branch Manager
Emirates India International Exchange is one of the leading exchange houses in the Middle East established in 1980, primarily focusing on money transfers and money exchange, and is part of the Shattaf Group, one of the business conglomerates in the UAE. 

The Company's portfolio of services includes Mail Transfers, Demand Drafts, Telegraphic transfers, Electronic transfers, Western Union money transfers, Inter-Emirates money transfers, purchase and sale of foreign currency bank notes. 

Job Profile:
To ensure efficient administration and daily operation of a full service branch office, including Operations, Preparing Daily Rates, Product Sales and Customer Service to ensure maximum profitability.  

PROFILE SNAPSHOT

· Manage branch operations, Sales different products, settle foreign currency rates on a daily basis and handle funding decisions for the branch.

· Conduct remittances transactions and sales of foreign currencies and ongoing operations of WPS and WUBS (Western Union Business Solutions)

· Manage the accounts of HNW Individuals.

· Manage the productivity standards at the branch in order to maintain quality related aspects in terms of TAT and accuracy at the branch.

· Constantly monitor procedures and develop improved methods.

· Target surrounding areas to the branch with the retail sales team to garner footfall.

· Track transaction volume and revenues.

· Resolve Client / Customer complaints if any.

· Verify registers on a daily basis - Cash, Key’s and Security forms.

· Monitor customer service level, staff and branch hygiene and staff product knowledge and ensure branch staff adheres to the expected customer service levels.

· Prepare, maintain and periodically review business plans for the branch based on the target market, market size, competitor’s business growth and trends of industry growth with constant review of the branch performance / trend analysis and identify causes of non movement of product if any.

· Involve branch staff in sharing ideas and suggestions to make the branch more profitable.

· Compile MIS on a daily basis and provide data to the operations team as per defined time lines.

· Liaise with Marketing Team to create different campaigns and promotions for the branch to increase footfalls and profitability.

· Promote the various company and third party products.

· Ensure promotional activities undertaken at Head office effectively trickles down to the customer base.

· Ensure compliance to the company AML policy by conducting regular compliance checks.

· Perform pre audit duties and handle the internal and external audits at the branch.

· Lay down mechanism at branch to effective resolution, documentation and follow-up of customer concerns/complaints and ensure compliance to lay down procedures for effective resolution, documentation and follow up customer concerns / complaints.

· Mentor and groom new team members and ensure smooth transitioning of the product knowledge and make recommendation for training and improvement of procedures.

· Proper filing of relevant records and confidential letters of the branch.

· Manage rostering of staff within the branch.  

· Bank Remittances to all Countries.
October 2006 – October 2008              
Kampus4you, Kochi, Kerala, India.
Designation: Management consultant

Kampus4you is an educational consultancy specializing in educational counselling to students and parents regarding all courses and colleges available in India and abroad at their offices.
Job Profile:    

Counseling with relevant expertise and knowledge necessary to provide utmost satisfaction to parents and students

·    Giving appropriate information about courses to parents, students and answering their queries

·     Updating student database and maintaining follow up of admission.
·     Dedicated to get admission for students  in the right course at the right time
March 2004 – September 2006              V3- Teleservices, Kochi, Kerala, India
Designation:
Sr.Customer Service Officer.

V3 Tele services is a call center specializing in customer service, having its corporate office (V3 Global) located in the state of Texas, U.S.A.V3 Global is a telecommunications company, which transports wholesale voice traffic and provides network services for calling cards.

Job Profile:    

Handling inbound calls with relevant expertise and knowledge necessary to provide utmost satisfaction to the customers

·     Listening patiently to the problems related to customer service and answering their queries

·     Convincing customers who are not satisfied with the services of the company

·     Updating customer database and maintaining follow up of customers if necessary

·     Making outbound calls for the purpose of telemarketing, customer retention and data verification
·     Dedicated team work to promote a work friendly environment
February 2003 – February 2004               Jinchan Exim Pvt. Ltd., Kochi, Kerala, India

Designation:
Sr.Sales Executive

Jinchan Exim Pvt Ltd., is a Korean based company dealing in hardware cards.

Major Job Responsibilities:

1. Responsible for Business Development for my assigned territory.

2. Identifying market opportunities & implementing strategies to increase institutional sales.

3. Coordinated sales and marketing activities for achieving business targets.

4. Reviewed and analyzed competitor activities and tariffs to fine-tune pricing strategies.

5. Conducting demos and providing service to the clients.
Achievements: 

1. Some of the major clients were Southern railways, Balaji Enterprises, Synthite Industrial Chemicals Ltd., Computer Park etc.,
2. Jinchan Exim Pvt Ltd., is a new company and within 2 months of my joining, I succeeded in developing some very good clients.
3. Awarded with 'Best Employee Award' for exceeding the sales and marketing of schemes by
72 % during employment at Jinchan Exim.
August 2000 – August 2002         Cyber Planet, Kochi, Kerala, India

Designation: Sales co-ordinator


Major Job Responsibilities:

1. Responsible for the overall operational activities of the Organization.

2. Responsible for handling customers both walk – in and over the telephone.

3. Responsible for maintaining all accounts related documents.

4. Responsible for counseling and guiding the clients with regard to operations of internet and e-mailing activities.

5. Responsible for strategizing to increase the response and to further the service.
Achievements: 

· Was able to introduce innovative techniques to maximize percentage utilization of seats.

· To further enhance the growth in business introduced the concept of network games.

· Was able to increase the growth almost 200% while my tenure with the company.
Job Profile

 A very good team member, with excellent partnering skills, leadership qualities, problem-solving techniques and decision-making capabilities. Result oriented individual, able to work well under pressure.
 Technical Skill sets


· Proficient in the use of Microsoft Office. 

· Proficient in working with Windows NT and Windows XP.

Language Skills

· Fluent in English - both written and verbal. 

· Speaks Indian languages like Hindi, Malayalam and Tamil.
Competency Skills

· Proven ability to work effectively in both independent and team situations with positive results.

· Excellent communication, interpersonal, organization and leadership skills.

· Quick learner able to grasp new ideas, concepts and methods & adaptable to changes within any environment.
· Energetic and self-motivated team player/builder. Ambitious and flexible with an ability to adapt to changing environments.

· Have a long term Vision and an action plan to achieve them

· Perseverance – Have learned to deal with rejection and still press on
 Academic Chronicle
· Bachelors Degree in Commerce (BCom), M.G.university from Stella Maris College, 

      Udayamperoor, Kerala, India
· Diploma in IATA Foundation Course, Mumbai, India.
· Diploma in Computer Applications from Aptech, Cochin, Kerala, India
· Diploma In Call Center Training from Nest Technologies, Cochin, Kerala, India.
PERSONAL DETAILS

Date of Birth



: 23/01/1979

Marital Status



:  Single

Nationality



: Indian

