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OBJECTIVES

Looking for the position that will build on my skill and provide me ample scope for growth and contribute to the Organization’s goals, by effectively using the conceptual Skill and knowledge through education and work experience.

PERSONAL APPRAISAL

· Hardworking, Career Minded Person, Fast Learner & Result Oriented.

· Effective Communication, Public Relations and Interpersonal Skills.

· Has always been friendly, co-operative and work well under pressure.

· Pleasing manners and well disciplined. 

· Willingness to learn new things and explore new fields.

WORK EXPERIENCE – TELLER 
SERVICE OFFICER AT UAE EXCHANGE CENTRE LLC. From May 2008 to till date:-

· Responsibilities/Duties:

· Cash acceptance and payments.
· Trading foreign currencies in wholesale and retail
· Dealing with branches of UAE Exchange for foreign currencies trading
· Dealing with banks and other exchange houses for selling and buying foreign currencies.
· Monitoring fluctuation of foreign currencies rate in local and international markets (As a Forex) and maintaining stock of foreign currencies in branch
· Handling corporate customers for the foreign currencies and remittance requirement
· Tracking FC margin on sale and purchase of currencies.
· Maintaining track record of cheque receivable of corporate clients and conducting regular follow up.
· Encashment of traveler’s cheques.
· Day to day maximum cash funding to the CPC (Bank notes Head Office. )
· Co-ordination among tellers for functional effectiveness.
· Responsible for the providing the best level of customer service to the customers.

· Perform opening and closing function, cash pulls.

· Doing day to day remittances activities ( Telex transfer, Demand draft, instant cash transfer  )

· Monitor and maintaining the branch operational reports for the improvement in the branch.

· Perform accurate sales transaction according to the cash control policies and procedures. 

· Help and support branch shrink awareness program and provide advice to the management.

· Ensure all the securities devices working properly or not.

· Conducting regular meetings with the  cashiers to know their operational/procedural difficulties

Admin officer at Nalappad Group of Travels, Bangalore. India from 2005 to 2007
· Responsibilities/Duties:

· Office administration & front office management

· Making the Reservation and issuing the ticket for International and Domestic Flights.

· Dealing with customer queries

· Keeping records on database

· Data entry operation

· Preparing staff payroll

· Handling petty cash

· Collect the cash from the customer

· Achieving sales targets in an efficient manner

· Identify, establish and develop new client base

· Servicing the existing customers and create new customers

AS A ACCOUNT AT Ramanashree Construction Company at Bangalore Sep 2002 – JUNE2005
· Responsibilities/Duties:
· Petty cash & Cash maintenance.
· Statutory compliances (filling and filing of returns like Sales Tax, Income Tax).
· Preparation of Bank Reconciliation Statement.
· Vouching of, Accounts Receivable & Payable, Purchase, Sales, Expenditure and accounting of the

 Same.

· Preparation of Trial Balance & Profit & Loss A/C & Balance Sheet.

· Preparation of TDS Certificate & Professional Tax.

· Preparation of Weekly Statement

· Maintaining accounts records and ledgers

AREA OF INTEREST
Financial or Banking sector

EDUCATIONAL QUALIFICATION
· BCOM from Govt First Grade College, Mangalore

· PUC from Pre university College Bangalore

COMPUTER SKILLS

Operating systems                       :  Windows Basic, Internet
Tools 



     :  MS Office, MS Access, Tally. 

PERSONAL DETAILS


Date of birth

:    19 AUG 1981

Sex


:    Male

Marital status           
:    Single

Citizenship

:    Indian

Visa status              :    Valid employment visa

Language Proficiency:    English, Hindi, Malayalam, Kannada, Urdu, Tamil

