[image: image1.jpg]


 Gulfjobseeker.com CV No: 1349358
Mobile +971505905010  cvdatabase[@]gulfjobseeker.com
To contact this candidate use this link
http://www.gulfjobseeker.com/feedback/contactjs.php
Professional Profile
Commerce graduate with 6.6 years of experience in the following sectors Branch Operations, Customer Service, Teller and Office Administrator. 
Work Experience

UAE Exchange Centre LLC (Dubai, Uae)
                                      
     Oct 2011 to Dec 2014
UAE Exchange Centre LLC, an ISO 9001:2000 Company, is positioned as one of the leading exchange houses in the Middle East, primarily focusing on money transfers and money exchange, strong network spreads across five continents spanning 30 countries with more than 570 direct offices & correspondent banking relationship with over 150 global banks.
Designation: Junior Officer / Teller
Roles / Responsibilities: 
As Junior Officer:
· Handling Customers Compliances

· Handling Customer Transactions

· Handling Customer Enquiries

· Handling AML Enquiries

· Handling Opening NRE Bank Accounts for Indian Sectors

· Tallying the transactions of the terminals (Credit Card & Network),the National Bonds & dispatching same to the National Bonds Corporation Company & the Mashreq Millionaire  and dispatching same to the   Mashreq Bank on daily basis

· Handling the queries from the National Bonds Corporation Company

· Cross selling the Allied Products of the Company to the walking customers.

· Handling the Customers in the Lobby

· Handling Corporate & WPS Customers

· Reconciliation of the ATM on daily basis

As Teller:
· Handling all kinds of Bank transfers, Western Union transfers and Express transfers with respect to the Central Bank’s AML Guidelines

· Handling Cash in both Payment and Receipts Mode

· Checking for Fake Currencies

· Processing and Issuing Certificates for the National Bonds 

· Processing the documents for the Mashreq Millionaire  Certificates

· Handling Cash Advances on Credit Card

· Handling WPS  - Salary disbursement (WPS registration, Funding, Payroll Preparation, Salary disbursement, Return Funding)

· Issuance & Purchase of all major Currency Travellers Cheque

· Camp transactions 

· Handling Corporate Registration & Transaction 

· Buying & Selling the Foreign Currencies & Funding the same to Forex  

· Funding the ATM Machine 

Organic Industries Limited (Bangalore, India)
                               May 2008 to Sep 2011

Organic Industries Ltd, an ISO: 9001 certified company is one of the fast growing Pharmaceutical Drug Intermediates, Specialty Chemicals Manufacturing Company in India. Organic Manufacturers, Supplies, Distributes & Exports Drug Intermediates and Specialty Chemicals.  The Company operates with 8 Manufacturing units and 5 regional offices with its head office located in Mumbai.  

Designation: Office Administrator
Roles / Responsibilities: 
· Preparing quotations
· Preparing internal orders and payment due letters

· Handling Cash Payments

· Making entries in Tally (Sales, Receipts), Etc.

· Preparation of LC Documents

· Following up on payments, preparation of Proforma Invoice, Etc.

· Interacting with Bank for Fund Transfers and Bank Balances, Etc.

· Following up on Form ‘H’, ‘C’, Are-3’s & Other Documents  

· Interacting with Factory for Material Dispatches to Customers and Stocks

· Data validation in Excel

· Offering assistance to the Senior Staff in their absence

· Handling couriers

· Data entries

· Issuing cheques

· Preparation of Import payments

· Entries of Sales Invoices

· Preparation of Income Tax details, Etc.

· Linking of bills

· Attending the phone calls, Etc.

Academic & Technical Skills
Bachelor of Commerce (2007) from Bangalore University, India

Additional 
              : Post Graduate Diploma in Computer Applications (2008)
Qualification
Operating System
: Windows 95/98/2003/XP/7/8/Vista

Packages

: MS Office Packages - Excel, Word, Power Point & Access Internet 
  & Email
Key Strengths 
 
· Systematic approach in handling any situation

· Motivated and enthusiastic about maintaining good customer relationship 

· Flair for innovation and creativity

· Good communication skills

· Committed individual who firmly believes in "where's there's a will, there's a way."
Personal Particulars
Date of Birth


:  7th April 1986

Marital Status


:  Single

Languages Known     

: English, Hindi, Kannada & Konkani 

Nationality


: Indian

Visa Status


: Visit Visa
Joining Date


: Immediate
Current Location

: Dubai, UAE
