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OBJECTIVE:

To explore and prove myself in reputed organization with a growing and encouraging environment where I can get ample opportunities to learn and develop my skills to serve the company with better output.
PROFESSIONAL  EXPERIENCE:
· Worked with Coromandel Agrico Pvt. Ltd.  as HR-Assistant  From 19th July 2013 to 18th November 2014.
Work Profile
1. Payroll through hard copies to soft copy

2. Checklist for every file

3. Full & Final Settlement

4. Making fresh proposals of new Canddidates.

5. Taking approval from VP of both (Finance+Marketing)

6. Updation of entire data

7. 555 of every employee.
· Worked with American Express in Transport Team as a MIS Executive from Nov  2009 to March 2012 at Gurgaon.
Work Profile
1. Attend & guide them, resolve their queries & make everything easy & arrange their requirements on time.
2. Handling all Mails related queries, Reply on mail, provide the information & close the issues of queries.
3. Take care of handling the transport related queries & mails.
4. Take care of dropping area.
· Worked with Icici Bank (Jnandewalan) in Car Loan Dept as a Debt Collector 2005-2009.

Work Profile

1. Making DM (disbursal memo) in excel and aps(Application Processing System),finally checking within sequence documents and sent to operation Deptt

2. Process the  files from login to BDE(Basic Data Entry ) and CAM (Credit Appraisal Memo)
3. After approval, To credit updates the files, attached  the post docs in the files and sent to the cops.
4. Collect the list of default customers and retrieve the default amount of assets
· Worked with HDFC Bank Ltd. At Connaught Palace in Car Loan Dept as a Debt Collector Supervisor from 2004 to 2005.
Work Profile
1. Worked with all type of computer work related with company Software
2. Worked with daily, weekly, and monthly MIS statement as per the company instruction.

3. Collect the list of default customers and distribute to the team of collectors.

4. Consolidate the collections at the end of week and submit to Management.
· ACHIEVEMENTS:-

1. Learned about EPF and UAN process

2. Worked on ESIC portal through online process

3. Submission of EPF/ESIC cheques to banks.

· EDUCATIONAL QUALIFICATION:
· B-Com from Shobhit University (Meerut) Distance Education.

· DNIIT from NIIT
· XIIth Passed C.B.S.E. Board from Delhi

· Xth Passed C.B.S.E. Board from Delhi.
· STRENGTH:
· Dedicated towards work.

· Co-ordinate in a better way to convince the employee/Customers.

· Capable of stress, as per process requirements.
HANDLING THE  EMERGENCY CASE

· Inform to senior Leaders, admit to Guests/Customers in Hospital, find out the temporary solution, find out at the moment, actual reason & made the summery.
PERSONAL DETAILS:

Date of Birth

:
2nd Jan 1980
Marital Status

:
Married
Nationality

:
Indian

Religion


:
Hindu

Languagues

:
Englsih/Hindi and Malayalam
Hobbies

:
Playing Cricket and Roaming
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