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Career Objective

To be a part of an organization in the field of finance or administration where I can deliver the best of my abilities for mutual benefit of the corporation and enhancing my professional skills and proving myself as a responsible employee
Professional Experience______________________________________________________________
Northern Trust (26 Sept 2011- 14 Dec 2012) Bangalore, India
Position: Office Administrative/ Finance Officer
· Manage the client’s income and allocate the dividend for which clients have invested

· Generating reports on a daily basis on Excel & completing the work by the end of the day

· Detailed documentation of all the reporting activities using MS Excel, Pivot tables, V Lookup

· Carrying administrative duties such as calling, typing, copying, binding, scanning etc.

· Reconcile the client’s asset and work on discrepancy, if any

· Conduct monthly reporting checks and overcome any audit trial

· Monitor the stock and cash levels of the client constantly

· Resolved administrative problems by coordinating preparation of reports, analyzing data, and identifying solutions
· Monitoring stationary levels and ordering office supplies 
· Provide information by answering questions and requests over calls  
· Oversee and supervise the work of junior staff
Educational Qualifications____________________________________________________________      
	Degree
	Qualifying Year
	Institution
	Marks
%

	M.B.A.(Finance)
	 2009-11
	Acharya Institute of technology,
Bangalore
	60

	B.Sc.(Gen.) 
	2004-08
	St. Xavier’s College, Kolkata
	50

	XII 
	2004
	Kendriya Vidyalaya, Siliguri
	73

	X
	2002
	Kendriya Vidyalaya, Siliguri
	62


Summer Internship Project Jan’11 to March’11
Motilal Oswal Securities Ltd. (Post graduation, 3rd Semester)

Fundamental analysis of Automobile sector and Competition Broking sector analysis on the basis of ROI, EPS  
Other Certifications
· NSE’s Certification in Financial Markets (NCFM ), A Beginner's Module 
· Certification in Financial Accounting
Traits_________________________________________________________________________
· Fast learner, adapt well to changes and pressures in workplace 

· Excellent written communication and presentation skills 

· Work effectively with diverse groups of people

· Committed to deadlines and schedules

· Sincere work attitude with a high level of Integrity 

· Good computer skills including MS Word, Excel, Outlook, PowerPoint
· Managing administrative processes
· Good telephone answering skills
Interests and Hobbies

             Travelling, playing cricket, listening to music, coin collector
Personal Profile______________________________________________________________________

Date of Birth

   :    12/12/1986

Languages known
   :    English, Hindi
             Nationality                    :    Indian
