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OBJECTIVE  

To obtain a position that will help me develop and maximize my organizational skills by implying my educational qualifications in the real working environment.

PROFILE  

Comprehensive problem solving abilities, excellent verbal and written communication skills, ability to deal with people diplomatically, willingness to learn, team facilitator, hard worker and highly motivated to attain best results for the organization.
SKILLS AND ACHIEVEMENTS  


· COMMUNICATION SKILLS

· Possess good interpersonal and communication skills learned while working.
· TEAMWORK SKILLS

· Gained knowledge on working with teams and attaining goals by attending workshops on Creative thinking & problem solving and Leadership Skills.
· IT SKILLS

· Experienced in using MS Word, MS PowerPoint and MS Excel during projects and presentations.

· MANAGEMENT SKILLS

· Organized workshops for interactive learning in class presentations and acquired experiences on establishing and managing events through Events Management Workshops held in the University.

EDUCATION 

· 2012– 2013 
UNIVERSITY OF WOLLONGONG, DUBAI

MASTERS IN APPLIED FINANCE AND BANKING (Attained in 1st division)

· 2008-2010

AITT, MELBOURNE
DIPLOMA IN COMMUNITY WELFARE

· 2005 – 2008 
PANJAB UNIVERSITY, INDIA
BACHELORS IN COMMERCE (Attained in 1st division)
· 2004-2005 

CENTRAL BOARD OF SECONDARY EDUCATION (Attained in 1st division)

WORK EXPERIENCE: September , 2013 – February,2015
MASHREQ BANK, DUBAI, UNITED ARAB EMIRATES
-Worked in PDC Dept:

· Responsible for feeding the PDC’s on flex.
· Retrieval of PDC’s in advance for clearing in ICCS.

· Handling of PDC reconciliation

· Updating of systems as and when required for daily activities. 

-Worked in Factoring:

· Check the approved CP in PREM for the terms and conditions for invoice loading.

· Check on the status of the cheque style and overdue invoices in KF for Recourse and Non-Recourse products.

· Check if the documents are in order as per approved terms.

· Load the invoices in the KF system as per approved terms.

· Once the invoice batch is authorized, Posted stamp to be placed on invoices.

· Mail to be sent to Business with the pending invoice details with the reason.
-Worked in cheque clearing unit for four months.

· Clearing cheques received by  checking under UV lamp for security feature and stamping for true copy and scanning of cheques to upload the image for central bank clearance.

· Reconciliation of accepted cheques of inward and outward.
· Using FLEX for finding any discrepancies found in any cheque and taking appropriate decision for the rejected cheques.
· And sending discarded cheques to appropriate branch.

-Worked in a remittance department:

· Receiving of various fund transfer application through faxes, swift, inward department and from FTC department in excel and shared folder for future records and quick reference.

· Scanning of received FTA into EDMS an online application and maintaining records of scanned document.

· Maintaining a high level of confidentiality.

· Adhering to personal procedures at all the times.
JANUARY, 2012 – May ,2013
LOYAL BUILDING CONTRACTING, DUBAI, UNITED ARAB EMIRATES

· Worked as Archives Clerk under the supervision of the Chartered Accountant.
· Prepared and verified invoices, data entry of these invoices on a day to day basis.
· Maintaining a list of the Accounts receivables and payables and preparing purchase orders.  
AUGUST, 2012– SEPTEMBER, 2012

BERKELEY GAINS, INDIA

· One month training from Berkeley Gains.
· Preparing and assisting in client presentations.

· Gathering, analyzing and interpreting data.
OCTOBER 2008 – FEBRUARY 2011

WOOLWORTHS, MELBOURNE, AUSTRALIA

· Worked as a Service Cashier for Woolworths.

· Providing customers with friendly and efficient service.

· Cash handling and taking payments by EFPTOS, cheque or cash.

· Register transactions.

· Answering customer queries and complaints in a courteous manner.

· Working cooperatively in a team environment.
SEPTEMBER, 2010 – FEBRUARY, 2011 
CANASIA IMMIGRATION CONSULTANT, MELBOURNE, AUSTRALIA.

· Worked as a receptionist in a busy environment of office.
· Maintain the reception area. 

· Greeting and liaising with visitors at reception.

· Provide customers with service information and respond to questions.
· Collection and distribution of mail and schedule appointments.
LANGUAGE PROFICIENCIES

· English, Hindi, Punjabi & French (Basic) 
OTHER INFORMATION

· Currently on Working Visa.
PERSONAL INFORMATION

· Date Of Birth : 16-07-1987
· Nationality: Indian 
