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	Key Practice Area
Core Skills


	Banking, Insurance & Accounting services.
Quality customer service – Business development - Operations & compliance 


	Objective

Credential Highlights

Work

Experience
Degree Education
Computer Knowledge  

Languages Known   

Personal Details
	To contribute relevant experience and educational background in the successful completion of the work or project, I am entrusted with, so as to significantly contribute to that field of knowledge, industry, world life and self-improvement.
Almost 10 years of experience in Banking and Insurance, with special emphasis on Retail Branch Operations, Customer Service & Operations.
Maxcare MiddleEast – Dubai, UAE
     June 2012 – Till Date
Job Profile: Accounts Assistant – Operations.
Responsibilities:
· Preparation & finalization of books of account.
· Prepares and processes purchase orders, invoices, cheque requests, manual cheques and contract payments.
· Reconciliation of Accounts Receivables and Accounts Payables.
· Bank Reconciliation.
· Reconciling of claims payables and processing payments.
· Payment cycle management.
· Well versed with the Tally ERP 9 Module in accounting entries.
· Handling petty cash for various expenses including other payments.
Prudent Insurance Brokers Pvt. Ltd – Mumbai, India
     May 2011 – April 2012
Job Profile: Executive – Operations.
Responsibilities:
· Inward and outward of Policies.
· Keeping Records of Cheque details, Client Details.

· Making arrangement for passing endorsement of various policy (Extra, Nil, Refund) follow up for pending policies.

· Making arrangement for inspection of vehicles.

· Calculating premium and preparing quotations for Motor.

· All kinds of MIS reporting to senior management.

· Determining, preparing & implementing systems, policies & procedures for streamlining the operations.

· Ensuring continuous interaction with the customer to make sure that area of concern can be worked upon for improved service levels.

· Liaison with Client and Insurance Companies for various reasons.
Andromeda Marketing Pvt. Ltd – Mumbai, India
     July 2008 – April 2011
Job Profile: MIS Executive – Citibank Process.
Responsibilities:
· Preparing MIS reports & other statements with a view to apprise management of the process operations.
· Preparing daily and monthly reports of agents and team leaders which included productivity report, disposition report and login hours report.
· Preparing Campaign MIS of various campaigns on a daily basis.
· Preparing Billing MIS for the month and presenting it to the management on a weekly basis.
· Preparing and sharing weekly achievement of each agents and team leader to the management.
· Preparing lead penetration report.
· Uploading of data base to all the campaigns.
· Purging of data base within 90 days of calling.
· Preparing and sharing monthly comparison report with the management.
· Preparing review power point on a monthly basis which included monthly comparison, conversion, penetration, agents performance, team leaders performance, campaigns performance and monthly achievement.
Mashreq Bank, RBG –Sharjah Branch, UAE
July 2007 – April 2008
Job Profile: Counter Service Specialist – Operations & Customer Service. 

Responsibilities:

· Authorizations for Cash Withdrawals & House Cheques Deposit above limit.

· Co-ordination with Cash Handling Unit & Transguard for cash indent.

· Maintaining Branch Cash within the Insured Limit.

· Processing of outward Collection & Clearing, post dated cheques.

· Issuance of Manager Cheques & Demand Drafts.

· Processing of inward & outward remittances (TT’s).

· Reporting Cash excess/shortage.
· Daily Clearing Reports & Cash Position Report.
· Fully conversant with the banks policies and procedures pertaining to operations.

· Responsible for branch day-to-day operational transactions viz Cash, Clearing.
· Reconciliation of Branch Suspense accounts.

· Possess knowledge of business banking product and services.
· Compliances with bank loan policies, UAE Central Bank, and anti-money laundering.

· Make appropriate referrals to generate fresh customers for the Bank and sell banking products to existing customers.

Additional Job Responsibilities:
· Worked as PBA (Personal Banking Assistant) in line as and when required having multi-task functioning rights.

· Servicing high network clients of our MASHREQ GOLD department on priority basis.
CitizenCredit Co-Op Bank Ltd – Mumbai, India
December 2004 – January 2007
Job Profile: Banking Assistant – Branch banking.
Responsibilities:
· Cash Management: Acceptance of cash deposits & cash payments. Responsible for daily cash indent from HO for branch requirements. Preparation of cash reports on a monthly basis. Exchange of soiled /mutilated notes with RBI. Detection of forged notes (local & foreign currencies). Reporting suspicious cash transactions to higher authorities.
· Savings / Clearing: Acceptance & processing of Inward / Outward clearing, processing of Inter-branch / HO transactions, Opening of various accounts (saving/current, Company A/c, NRE, NRO, Overdrafts). Issuance of Manager’s Cheque, Demand drafts & Telegraphic transfers. Issuance of Liability certificates, Balance certificates & other customer correspondence. Custodian of Cheque books.
· Fixed Deposits: Opening of fixed deposits accounts, processing receipts, TDS & interest calculations, renewal of fixed deposits on maturity, Issuance of Interest certificates & dispatching fixed deposits receipts to customers through courier.
· Loans: Marketing of bank loans products, preparation of loan proposals, credit facilities, overdrafts, inspection & recoveries of bad loans. Daily monitoring of defaulters, follow-ups. Monthly reports of Defaulters & NPA’s
· Miscellaneous: Opening of Demat accounts. Client servicing the demat accounts. Franking of documents, Updating of passbooks, maintaining stock & stationary, monthly reconciliation of outstanding Manager’s cheques, handling customer queries & complaints.
· Good inter-personal relations & communication skills, which enable to interface with colleagues & clients at different levels.

· Proactive, self-starter & willing to take additional responsibilities.
· Consistency and dedication coupled with sincerity and honesty.
· Highly adaptable and effective quick learner with a proven record to have customer service skills.
· Worked as Customer Service Operator for PAGEPOINT SERVICES for 12 months.
· Worked at Audio Junction (musical showroom) as a Customer Sales Representative for 2 years.
Graduated from St. Andrew’s College, Bandra (W), Mumbai University
(Bachelor of Commerce – Financial Accountancy & Taxation)
· Working knowledge of Microsoft Office Package – Word, Excel & Power Point.

· Well versed with the operations of Internet & E-mail.
English, Hindi, Marathi, Konkani 
Date of Birth
 :
30th August, 1979

Gender             :          Male

Marital Status
 :
Married
Nationality
 :
Indian
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