Seeking assignments in an organization that will allow career development and will provide a challenging working environment to utilize and upgrade my skills for achieving the organizational goals.   
           PERSONAL SKILLS

· An effective communicator with excellent relationship building, presentation & interpersonal skills.
· Enthusiastic and ready to face new challenges. Well organized and excellent time management skills.

· Flexible, Consistent and like to work in a team. Capability & Experience in recruitment, training and supervising the work of others.
· Ability to manage multiple tasks to meet deadlines. Quick learning, adaptability and loyalty.
· A self-confident person, who believes in smart and hard work.        
            CAREER SNAPSHORT

Aug’12 to Dec’12

     Petrofac International LLC, Sharjah


    Accounts Assistant
Mar’10 to
May’12       HDFC Securities Ltd, Trissur

              
    Assistant Branch Manager 

Jun’08 to Mar’10 
          UAE Exchange & Financial Services Ltd

    Relationship Manager
             AREAS OF EXPERTISE 


Petrofac International LLC: - Accounts Assistant: 
Five months experience as Account Assistant in Petrofac International LLC, Sharjah, UAE. Petrofac is an oilfield service company. It design and build oil and gas infrastructure and also operate, maintain and manage the assets.

Responsibilities involved:-
· Processing and managing payments to creditors and debtors. 

· Adept in implementing accounting systems and preparing accounting records.
· Prepare and submit the reports to the financial manager at the departmental meetings.
· Verify the documents for payments related to the clients.
· Updating the records related to clients and reporting details to the management.
· Ensuring smooth functioning of finance and accounting operations across the organization.
· Coordinate the clients as well as colleagues related activities.
· HDFC Securities Ltd: - Assistant Branch Manager
More than Two years of experience as Assistant Branch Manager in HDFC Securities Ltd. It is a financial services intermediary and subsidiary of HDFC Bank, a private sector bank in India. Its operations include stock broking and distribution of various financial products.
Responsibilities involved:-
· Working as part of a team and supporting the branch Manager. Assist him all managerial activities such as recruitment, training, supervision, incomes and expenses.
· Planning, organizing and managing the several administrative tasks of the organization and preparing the reports to the branch manager.
· Account opening, maintenance, portfolio management, updating of share market related information and analysis on shares of companies.

· Responsible for the staff payments, office supplies and petty cash transactions of the branch. Maintenance of employee files, leave and attendance records.
· Meeting and coordinating the clients and visitors of the office and maintaining good relationship with them.
UAE Exchange & Financial Services Ltd: - Relationship Manager
Nearly two years of experience as a relationship manager in UAE Exchange & Financial Services Ltd. It is a UAE based company dealing in remittances, foreign exchange, bill payment solutions and stock trading in India.
Responsibilities involved:-
· Equity dealer, Forex purchase & sales, Money transfer and client related activities etc.
· Management of human resources such as training, supervising and maintain employee records.
· Efficiently run all the administrative activities of the organization. Manage the accounts and petty cash of the organization.

· Storing, organizing and managing of the payment, attendance and leave records. 
· Maintain good relationship with the clients and provide necessary reports to the manager.
             ACADAMIC QUALIFICATIONS

· 2008












MBA Finance(HRM) (MG University)

· 2003












B.sc Mathematics (Calicut University)

            OTHER QUALIFICATIONS

· Certification in Tally ERP.9 
· Proficient in MS Office Suite, Word, Excel, PowerPoint, Outlook and computer fundamentals.
             PERSONAL DETAILS


· Age  & Date of Birth






32 Years, 01-04-1983











· Gender:










Female
· Marital status:                                       
Married
· Religion 










Hindu

· Nationality: 








Indian
· Languages Known






English, Hindi, Malayalam
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