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CAREER SKETCH
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I have an exhaustive experience of 6 years with over 4 years in Trade and Finance issuing & advising Letter of Credit along with Documentary Collections. In Abu Dhabi Islamic Bank, I am part of the core LC issuance team along with coordinating work in operations. I handled the progress and quality of French transactions for IBM’s French Retail banking and was subsequently, the point of contact for French and Spanish documentation. With my initiative, new systems were developed and implemented to process transactions in minimal duration. I have effective management skills having recruited, inducted and supervised new members for my team.
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PROFESSIONAL EXPERIENCE
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ORGANISATION
: Abu Dhabi Islamic Bank
Duration
: Oct 2014 – till present
Designation
: Trade Finance Officer
Job Responsibilities
· L/C issuance team: 
· Issue letters of credit and amendments for customers wishing to open an LC in favour of an international or a local beneficiary. 
· Check if the application is signed/verified by the relationship managers and the authorised signatories of the client organisation. 
· Acquire essential information to process and complete letters of credit and related commitments and verify all documentation for accuracy and completeness. 
· If the transactions are not within the purview of the bank policy, then the same is reported to the Group Compliance Team and required approvals are sought. 
· Upon completion of the transaction, send the LC and amendment copies to the branches and make sure proper filing is done. 
· Ensure that the transactions are processed within TAT and workable as per UCP600, ISBP and other ISBP publication. 
· Respond to the queries of the correspondent bank. 
· Process AED payment through Central Bank System. 
· Document checking team: 
· Upon receipt of documents, process and prepare documents of arrival/discrepancy notice, swift messages MT 754 (Advice of Acceptance) or MT 734 (Advice of Refusal), as the case may be. 
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· After receipt of acceptance from the clients on discrepant documents send swift message MT 732 (Advice of discharge) to the correspondent bank. 
· Update system and inform Treasury in order to pay on the due date in case of Usance LCs. 
ORGANISATION
: International Business Machines (IBM)
Duration
: Feb 2011 – Aug 2014
Designation
: Controller-Lead Operations,
Trade and Finance Department
Job Responsibilities
· Issue and Advise Letter of Credit, and Documentary Collections for Banque Nationale de Paris – Paribas (BNPP) in English and French. 
· Verify terms of credit such as amount, insurance coverage and shipping conditions to determine compliance with established standards. 
· Record LC and documentary collection acceptance. 
· Reimburse clients, in addition to processing Post-Shipment and Pre-Shipment Discounting. 
· Add confirmation to the Letter of Credit. 
· Process settlements for LCs and Collections. 
IBM Training
: (UCP DC 600), URC (522), URR (725), (ISBP)
Additional Responsibilities
with IBM
: Translation of Standard Operating Procedures
: Part of IBM’s CSR activities, spending quality time with children in
orphanage, by teaching, entertaining them eventually earning
some points from IBM, as per IBM’s policy to celebrate centenary
celebrations which helped to buy some computers for them.
ORGANISATION
: Tata Consultancy Services (TCS)
Duration
: Jan 2010 – Jan 2011
Designation
: Senior Process Associate, Purchase Department
Job Responsibilities
· Purchase administration and industrial materials such as mechanical, electrical, PVF and R&D items based for Dow Chemicals’ plants as per their requirements from vendors across the Europe, US and UK. 
· Negotiate with vendors for quotation and negotiate on price, delivery conditions and payment terms for Dow in French and Spanish. 
· Present comparison, analysis, action plan and goals under the supervision of the Team Leader and Assistant Manager with regards to Quality Improvement. 
· Ensure steady interaction to maintain productivity with minimum interaction time and maximum customer satisfaction level. 
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ORGANISATION
: Sterling Institute
Duration
: June 2008 – Jan 2010
Designation
: French & Spanish Trainer
Job Responsibilities
· Serve as French & Spanish instructor with a stress on developing diction and spoken communication techniques. 
· Use multi-media tools to augment active student participation in the learning process. 
· Maintain classroom interest, participation, and discipline though innovative and creative teaching techniques. 
· Manage all aspects of classroom, including evaluation of student progress and facilitation of a positive learning environment. Coordinate with students and educational professionals to ensure consistent quality educational and developmental opportunities. 
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EDUCATIONAL QUALIFICATION
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 Bachelor of Arts (FRENCH)
	: University Of Mumbai — June 2008

	
	Higher Secondary Certificate
	: Mithibai College, Pune Board — Feb 2005

	
	Secondary School Certificate
	: St. Anne’s High School, Mumbai — Apr 2003
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ADDITIONAL QUALIFICATION
	
	Diploma in French
	: L’ ALLIANCE FRANCAISE De BOMBAY (Cleared B2 level) Dec 2013

	
	Diploma in Spanish
	: INSTITUTO HISPANIA (CLEARED LEVEL 5) Apr 2008

	
	Basic in Arabic
	: STERLING INSTITUTE (Level 1) Mar 2012

	
	Basic in Japanese
	: JAPANESE FOUNDATION (Level 1) Dec 2010
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STRENGTHS
· Leadership Skills: Good and decisive 
· Realistic Optimistic Attitude: Optimistic & motivated subordinates towards achieving success 
· Results Driven 
· Self-Motivator: Initiate new processes 
· Sound Analytical and Problem Solving skills 
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ACHIEVEMENTS

· Introduced the French and Spanish learning section of the Sterling Institute and helped increase number of admissions. 
· Received scholarship From Jeunesse Atlantique Lions (CIJAL 2007) in France (one of the two selected from across India). 
· Yellow Belt Training successfully completed in IBM that increased the accuracy and efficiency of transactions for clients with highly sensitive profiles. 
· Received Star Award at IBM for completion of maximum transactions in a quarter. 
· Received appreciation from client and company on the quality of French & people management skills. 
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PERSONAL DETAILS
	
	Date of Birth
	: December 8, 1986

	
	Additional Language
	: English, Hindi, Marathi, Malayalam

	
	Status
	: Married

	
	Interests
	: Public speaking, reading, travelling, organizing community events
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REFERENCE
Available upon request
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