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OBJECTIVE
To be a part of professionally managed organization with a scope for challenging and innovative career opportunity for learning, excellence and continues improvement coupled with growth and individual development.
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PROFESSIONAL EXPERIENCE
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· AXIS BANK LTD, Bangalore. 
Customer Service Officer – Retail Banking, From Sep. 2013 to Aug. 2015
Key Responsibilities
· Possessing the ability to build strong business relationships with individual and corporate clients. 
· Monitoring the sale ability and performance of new or existing financial products. 
· Handling of customer complaints and processing of customer requests within cut-off time. 
· Ensuring tax and vat payments are processed within cut-off time. 
· Transactions Entering in Finacle up to the prescribed powers. 
· Handling of deliverables, DD, PO’s and FD related request for opening and closing. 
· Ensuring the Salary Uploads happen within cut-off time. 
· CCRS complaints lodging, Lobby management. 
· Processing payments in Easy pay software. 
· Handling of cash counter and monitoring the EOD to happen within cut-off time. 
· Achieving Cross Sell budgets and Hooks as advised by central office. 
· Handling the TCDC cards and processing of outward remittance. 
· HOST INDIA EVENTS AND MARKETING PVT LTD, Bangalore. 
Senior Accounts Executive, From Sep. 2012 to Aug. 2013
Key Responsibilities
· Recording transactions on daily basis in Tally 9.00 and maintaining books of accounts. 
· Handled monthly journal entries, accounts and various ledgers. 
· Preparing invoices for clients and ensuring vendor payments happen on time. 
· Monthly Professional tax, TDS, Service tax filling. 
· Preparing and analyzing accounting records and financial statements reports and bank reconciliation. 
· Avoiding outstanding expenses and managing the petty cash. 

· Preparation of staff attendance, maintaining leave and salary records for the employees. 
· Inward – outward of material control, follow ups etc. 
· Summarizes current financial status by collecting information, preparing balance sheet, profit/loss statement, and other reports. 
· Handling complete admin work. 
EDUCATIONAL QUALIFICATION
	 BBM
	- St. Mary’s College Shirva
	2009 – 2012
	-
	(73.16%)

	
	II PUC
	- St. Lawrence College Moodubelle
	2007 – 2009
	-
	(85.83%)

	
	S.S.L.C.
	- St. Lawrence High School Moodubelle
	2004 – 2007
	-
	(84.32%)


COMPUTER SKILLS
· MS Office Packages - Word, Excel, PowerPoint, Internet Explorer, Outlook. 
· Computer Software Proficiency - Tally 9.0, HTML 
PERSONAL STRENGTHS
· Ability to apply knowledge and skills of Business Management. 
· Can work under pressure and with limited supervision. 
· Flexible to change with working environment. 
· Self-motivated, Organized and highly dedicated to work. 
· Capable of learning new things. 
CAREER ACHIEVEMENTS
· Received a certificate of appreciation for logging 1 Lac Life Insurance in single check value by Axis bank. 
· Received a certificate for attending the banking awareness program conducted by Axis bank. 
· Received a certificate for attending the annual camp of NSS conducted by St. Mary’s College. 
· Participated in ICYM a catholic youth organization and conducted several small and large budget programs. 
	
	
	PERSONAL DETAILS

	
	
	

	
	Date of Birth
	: 25-01-1992

	
	Marital status
	: Single

	
	Nationality
	: Indian

	
	Languages Known
	: English, Hindi, Kannada, Konkani and Tulu

	
	
	

	
	
	



