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Objective:


To work in a challenging and creative environment where my knowledge can be utilized for reaching the organizational objectives and which in turn would help me achieve my professional goals.

Skills and Competencies:
· Well ability to influence positive outcomes across functions.

· Ability to manage project under sustained pressure.

· Effective problem solving skills, reasoning, listening and decision making skills.

· Well-developed planning and organization skills.

· Effective communication skills in English, Malayalam, Tamil and Hindi.

Work Experience:
HABIB Exchange Company LLC, Sharjah, U.A.E

Working as Senior Supervisor since December 2012 – till date.
Habib Exchange Company LLC was established on 30th January 1976 and is now a 38 years old company. The company was established with the objective of facilitating remittance services to expatriates living in the U.A.E and primarily with the objective of channelizing the remittances to sub-continent countries through official banking channel only.
Job Profile:

· Customer Service related in providing exceptional service to all clients of all nationalities.
· Proficient in financial transactions as per banks procedures and work instructions.
· Supervise all operational aspects at the counter.

· Responsible for following Anti Money Laundering rules, office guidelines, policy and procedures of the company as well as Central Bank of U.A.E.

· Handling all Remittances(Overall In-charge); Responsible (Prepares and Process) for the smooth transfer of  all Outward Remittances through Swift & Telex Transfer; Prepares various Amendments, Cancellation, Bank Statement request, Inquiries, Replenishment of Funds to all Correspondent Banks.

· Generates and  process Swift Transfer, Telex Transfers and Draft Applications for other countries such as Canada, America, Germany, Australia, United Kingdom, Japan, China, Singapore, Philippines, Hong Kong, Indonesia, Bangladesh, Pakistan, India, Nepal and other major countries.

· Prepares and process Inter-Emirates Transfer, Inter-Gulf Money Transfer, International Instant Transfer such as Western Union, Express Money.  

· Answer phone calls, effectively attend complaints / queries and ensures all are dealt accordingly, providing customer with pertinent information regarding their respective inquiries.

· Been responsible for the carefully check and release of all the payments / Remittances made from our Branches.

· Very good knowledge in Japanese Yen Swift Transfer and Indian NEFT, RTGS payment, and Overall Indian Banks.

· Direct involve with reconciliation department for the reconciliation of Banks accounts.

· Actively involved in the monthly & yearly Account preparing and closing.

· Handling with Trial Balance, Profit and Loss Account and Balance Sheet.

UAE Exchange & Financial Service Ltd, Nedumbassery, Cochin, India
Worked as Asst:branch Manager from December 2009 to December 2012

UAE Exchange is a public limited company licensed by RBI as an NBFC and an AD-II, doing the business of money transfer, foreign exchange, travel & tours, gold loan, and other financial advisory services. With over 300 direct offices across the country and a decade of service in the financial sector.
Job Profile:

· Handling foreign currencies and Bank notes.

· Supporting branch staffs to achieve their business targets.

· Branch administration and Customer services.

· Co-ordination with FFMC and AD II for rate negotiation and booking.

· Co-ordination with various Banks for currency booking.

· Supervising the daily activities of staffs.

· Maintaining Bank books and Cash books.

· Promoting various products of the company.

· Handling Money transfer transaction to abroad for various purposes.

· Creating proper filing for audit purpose in various sectors.

· Collecting Bank statements and creating BRS.

· Maintaining the attendance, wages registers

· Supervising the staff movements and Key movements properly

· Planning of month wise marketing activities.

· Collect the daily activity report from staff and passed the same to Higher Authority.

· Building the strong client relationship.

· Developing new segments clients.

· Business development and retaining the same.
Osaka Air Travels Pvt Ltd, Angamaly, Cochin.India
Worked as forex executive and system administrator (Helps to all staffs to get mails and other valuable information’s) from June 2009 to November 2009.

Osaka Air Travels, a name upon which people have trusted their faith for the travel requirements, have been in service since 1993; at Angamaly .The Agency maintains two other branches at Cochin. Osaka Air Travels is the sole agency which enjoys the recognition of IATA in the vicinity of CochinInternationalAirport. The company is also authorized by IATO, TAFI, and IAAI. Osaka Air Travels is an authorized foreign money changer an agent of Western Union Money Transfer. Manpower Recruitment is another service of Osaka Air Travels recognized by the Labour Ministry of India.

Job Profile:
· Handling foreign currency notes and bank notes.

· Collecting rates from various ADII category firms

· Analyzing the market condition and transfer the rates to superiors

· Maintaining the daily rates and filed the same for RBI inspections

· Filing & internal auditing for concurrent audit and RBI audit

· Arrange the fund for daily operations 

· Tallying the FC and INR through FLM 1 & Daily Expense

· Increasing the profit through different marketing activities.

· Creating daily reports and sends the same to higher authorities.

· Office administration and customer services.

· Building a strong relation to all kind of customers.

· Maintaining bank and cash books up-to-date.

· Collect the bank statements and create the Bank Reconciliation report.

iSolve Technologies Pvt Ltd, Cochin, India
Worked as a coordinator (All staffs from Scanning & Indexing team) from September 2004 to February 2006.

iSolve is a Technology and Services company, headquartered in Chennai, India. iSolve was established in the year 2004 and since then has grown significantly, emerging as a true global leader in the imaging services industry. iSolve is a Process Specific, Technology Neutral and Customer Centric company with strong business practice in the area of E-Publishing, Banking, Insurance and Telecom.
Job Profile:

· Collecting work reports from staffs and checking the quality of the works.

· Analyzing the staff performance and report to higher authority.

· Creating good relation with the clients.

· Supporting staffs to complete the works on time.

· Quality checking and uploading the same to client’s server.

· Daily retrieve the details from client’s server and the report send to higher officials.

· Send day to day action plan to Head Office.

· Allocate the works to subordinates.

· Creating month wise report and present the same in our head office Chennai.

· Collect the feedback from our client and rectify if any problems occurred in the staff list.

· Prepare the wages and attendance register properly

· Manage the staff movements in different shifts.

PROJECTS INVOLVED

· Hospital Management System: Created for a small hospital for adding the patient’s details, doctor’s details, staff details, Pharmacy details and Employee salary details.
· Staff Movement System: They used the same for collect the staff movements report.
Academic Qualification:

a) Master degree in Computer Application, from Bharathiar University Coimbatore April 2009 (CMS College of Arts& Science, Coimbatore, India).

b) Bachelor Degree in Commerce, from MahatmaGandhiUniversity, Kottayam March 2005 (Nirmala College of Information Technology, Chalakudy, India).

c) Plus two, from DePaul college angamaly, Angamaly March 2002.

d) SSLC, from MarAugustineMemorialHigh School, Koratty March 2000.

PERSONAL DETAILS :

Nationality


: Indian

Date of Birth & Age

: 10th April 1984 & 30
Languages Known

: English,Hindi, Malayalam & Tamil

Marital Status


: Married.

 I hereby declare that the details furnished above are true to the best of my knowledge.








Yours Faithfully
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