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Professional Summary______________________________________________________________________________
Intend to build a career with leading corporate of hi-tech environment with committed & dedicated people, which with help me to explore myself fully and realize my potential. Willing to work as a key player in challenging and creative environment. Summary of skill *Highly motivated and energetic, a Commerce Graduate and post graduate (in MLM) holder with over 13 years of professional experience. Ability to work in a fast paced, competitive environment and has the ability to handle multiple tasks with minimal supervision. Possess excellent interpersonal skills and motivating team members for achieving high performance level. Highly motivated sales associate with extensive customer service and sales experience. Bookkeeper with extensive experience in legal collections and recovery, with a solid understanding of legal procedures and legislation.Proficient with a wide variety of software applications, including Tally and custom accounting software.

Skills_______________________________________________________________________________________________
	· Web-based reporting tools

· Operations analysis

· Account management

· Competitive analysis

· Quality assurance

· Negotiation skills

	

	
	



Personal Information_________________________________________________________________________________
· Sex & Marital Status:Female& Married Age & DOB: 37 years, 25th May 1979. 
· Nationality / Citizen: Indian,
Work History_________________________________________________________________________________________
09/2009 to 03/2013Senior Associate - Credit- Operations-------Cholamandalam Investment and Finance Co Ltd – Trivandrum, Kerala, India

Senior Associate-credit Operations-Reporting to Area Operations Manager.
· Job role includes taking care of all credit procedures(customer verification, KYC, CIBILchecking,check all credit procedure etc .)of the company before approving loan.

· Handling loan disbursement operation of the company ie all the process after approval of loans.

· Checking the documents required for disbursing loan amount.Taking care of rate waiver approvals, entering all the details in the system by using software Finnone.

· Cross check the validity of the repayment cheques given by customers.

· Scanning and uploading of all the documents for making arrangement for payments to dealers and customers.

· Managing a team of 8 sales professionals.

· Taking care of Dealer Mapping by using software Finnone and also arrange dealer payment to the concerned dealers for giving business to the company Track the collection of post disbursement documents and upload the same and send to Head office Issuing Delivery Orders to dealers and Payment to customers.

· CAS(Customer Acquisition System) entry.

· Preparing Monthly Activity Report illustrating the total volume of transactions processed by the department in each month.

· Preparing MIS reports and monthly analysis of business Sending Daily and Monthly reports regarding the status of business to HO.

· Prepare periodic reports providing the variance analysis for the functions.

· Provided operational support for high-volume financial institution.

· Accessed computerized financial information to answer questions related to specific accounts.

· Matched purchase orders with invoices and recorded the necessary information.

· Reviewed files, records and other documents to obtain information and respond to requests.
02/2006 to 02/2008Junior Officer -Processing---HDFC Bank Ltd – Trivandrum, Kerala, India

· Process in charge -Personal banking &clearing----------Reporting to Cluster Head.
Clearing Responsibilities includes Handling outward and Inward clearing,.
· CMS(Cash Management System) clearing,.
· Fund Transfers, Handling ECS, Standing instruction given by customers and update the status with customers RTGS,NEFT etc
·  Customer care services Personal Banking etc
·  Also assisting Investment Dept(entering mutual fund- SIP application forms etc)
05/2005 to 02/2006 Associate Back Office-operations--Cholamandalam Investment and Finance Co.ltd ,Trivandrum,India

· Assisting the Manager in entire Finance and Accounting Functioning of the company ,includes Taking care of bills receivable-payable, controlling credits and maintaining cash flows, Bank Reconciliation , Customer Handling, in charge of etc.
· Assigned tasks to associates, staffed projects, tracked progress and updated managers, partners and clients as necessary.

· Accessed computerized financial information to answer questions related to specific accounts.

· Reviewed files, records and other documents to obtain information and respond to requests.
09/2001 to 05/2005Finance cum Customer Servicce Executive- Muthoot Fincorp Ltd – Trivandrum-Kerala, India

· Finance cum Customer Service Executive ----- Reporting to the Branch manager Responsibilities includes Overall General accounts , Preparing Bank Reconciliation statement, maintain Cash book, taking care of bills payable & Receivable.
· In charge of Handling Fixed Deposit, Gold loan Maintain Ledger balancing book, Handling Petty cash.

Handled routine administrative works required by the company.
· Assisting HR in Recruitment procedure.

· Assisting payroll, maintain leave records and preparing final settlement of employees.

· Accessed computerized financial information to answer questions related to specific accounts.

· Reviewed files, records and other documents to obtain information and respond to requests.

· Provided operational support for high-volume financial institution.

· Worked closely with all product development departments to create and maintain marketing materials for sales presentations and client meetings.

· Assigned tasks to associates, staffed projects, tracked progress and updated managers, partners and clients as necessary.

Educationn___________________________________________________________________________________________
2004
Master of Labour Management(MLM)
Madurai KamarajUniversity - Madurai, TamilNadu

· Top 55% of class
· Emphasis in Labour Management, Human Resource Management, Training etc
1999   

Bachelor of Commerce- Accounting( B.Com)
Kerala University - Trivandrum,Kerala,India

· Top 64% of class
· Emphasis in Accounting,Banking, Co-operation, Management etc
Computer Skills

2001
Post Graduate Diploma in Computer Application(PGDCA)
Board of Technical education-Government of Kerala,Trivandrum,Kerala
· Top in 56% of Class
· Emphasis in (MS Office, Excel, Powerpoint,Outlook, Oracle, Java,etc)
2002

Diploma in Computerised Accounting (Tally)
· Top 60% of class
· Emphasis in Tally
Languages___________________________________________________________________________________________
English,Hindi,Malayalam.
Additional Information_______________________________________________________________________________
· Date of Birth : 25 may 1979,  Material status : married, 

· Joining Status : Immediately
