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Professional profile
· Competent and versatile professional with rich and varied exposure of 6+ years to the entire spectrum of HR and Finance field.

· Extensive experience in AML(Anti money laundering) and Administration.

· Worked directly with the AML officer.

· Extensive experience of handling loan payments, Traveller’s checks, telephone transfers, direct deposits, and cash advances.
Objective
A self-motivated, trustworthy and reliable individual who is graduated with Master’s degree in Business Management from University of Wales, Cardiff, United Kingdom. And worked in London United Kingdom for 2 Years.
Career summary 
Raghavendra Associates                    January 2014- August 2015 
Administrative  Assistant
           .       Support the Finance Manager in recording and retrieving financial details of the     

                   company. 
           .       Maintaining financial records. 

           .       Processing payments, cash handling and salaries.
UAE Exchange UK Ltd London                 May 2012 — December 2013
Remittance Officer
·
Involved in managing the daily remittances of the branch[image: image1.jpg]



· Awareness and dealing with anti-money laundering procedures 

· Evaluate incoming calls and assess the problem 

· Research, resolve and respond to questions by telephone and emails

· Customer service and assistance 

· Working on Microsoft office 

· Filling and keeping the record of all important documents 
A-One services                                          September 2007 — July 2010
Public Relationship Officer
·
Recruiting, interviewing and testing job seekers, to build a pool of candidates  

         ready to fill vacancies
·
Screening and short listing candidates before employers interview them
· Building and forging good relationships with employers 

· Meeting monthly targets of candidates placed into employment 

· Keeping up to date records of clients, employers and vacancies 

· Negotiating agency fees with employers and cold calling to generate new business 

· Headhunting' to find suitable candidates for executive or specialist jobs 

 Education

	MBA(Human Resource Management)
	                                    September 2010 — September 2011
	


Personal details
	Key I.T. Skills: 
	MS Office, email and internet applications

	
	

	Interests:
	Playing Cricket, Football, Photography and listening to music



