                                             CURRICULUM VITAE
Objective:
 Looking for a challenging position that will allow me the opportunity to utilize my experience and education, improve my technical skill, expand my base of knowledge and contribute effectively to the organization’s growth and prosperity through self-driven innovation, sincerity and hard work.
Overview:
Almost 6 years of exchange house experience as teller in India and in Dubai.
PROFESSIONAL EXPERIENCE 

· DUBAI – 5 YEARS 

Position: Teller (AED & FOREIGN CURRIENCIES)
Duration: 2011 to 2016(march)
 JOB RESPONSIBILITIES

· Follow up the quires of customers and solving the problems effectively and to inform them to meet customer’s satisfaction.
· Handling cash, foreign currencies as well as travelers cheques (Tc) with responsibility and genuinely.
· Strictly following the policies and procedures recommended by central bank of UAE Such as Customer authentication details.

· Collecting all the documents from the customers for high value transactions such as authorization letters, bank statements, copy of id proof, and settlements papers according to the nature of different transactions.

· Dealing with different nationalities customers as per our motto service is our currency to meet customer’s satisfaction.
· Setting up SOPs (Standard Operation Procedure) as per the customer’s requirements and raise customer feedback if required.
Achievements

· Recognized formally with Employee of the Month award for exceptional customer service.
· Received Appreciation letter from Customer Care for excellent service.
· Topper for monthly targets of National bond.
              EXPERIENCES IN INDIA 

Company Profile: State Bank of India  Life(SBI LIFE)

Position: Insurance Assistance
Duration: Three months in 2010  

JOB RESPONSIBILITIES

· Assists customers for insurance packages and helping in solving the queries.

· Also working as back office and doing all the paper works.

                           Position: Customer service assistant  
                           Duration: six months in 2010
             

 JOB RESPONSIBILITIES

· Assists customers and answer telephone inquiries regarding the status and other service issues.

· Resolved most customer inquiries during initial meeting and monitored issues that require follow-up.
· Recording and keeping all records of customer interactions and transactions.
· Performing customer verifications, Processing forms, orders, applications and Processing forms, orders, applications and requests.

· Generated additional revenues utilizing through product knowledge and friendly sales techniques.
ACADAMIC QUALIFICATION

· Matriculation: ST.THERESE HSS SHORANUR (Board of public examination,Kerala, India)

· Secondary education: GOVERNMENT HSS SHORANUR (Board of higher secondary examination)

· Higher education: NSS COLLEGE OTTAPALAM (University of Calicut, India)

PROFESSIONAL QUALIFICATION

· B.Ed. from university of Calicut, India.

COMPUTER SKILLS

· Post-Graduation Diploma In Computer Application (PGDCA)

G-TEC COMPUTER EDUCATION.
SKILLS AND ATTRIBUTES
· Ability to communicate effectively in multi-cultural work environment.
· Willingness to take up challenges.
· Excellent Communication skills and efficient to solve problems.

· Reliable, highly motivated and Keen Learner.
Personal Profile

        Nationality
         : 
Indian

       Date of Birth
         :
17-06-1986

       Sex

         :
Female

       Marital Status
:
Married

        Languages Known:
English, Hindi & Malayalam

Hobbies 

Travelling, Cooking, Reading books, listening music, Learning new     languages, gardening etc.
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