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Diligent and result oriented professional offering 2.7 years of experience in handling Office Administration management, Computer Operation, Clerical Support, and Relationship Management. Equipped with the knack of cash drawer control and bookkeeping procedures & dexterity across handling and managing various accounting activities viz. bank reconciliation, preparation of various reports, preparation of Financial Account Statement and Balance sheet. Demonstrated expertise in mobilizing and managing financial resources to meet company’s long and short-term financial needs; recognized as a hands-on, proactive individual who can rapidly identify financial and business problems, formulate tactical plans, initiate change and implement effective business strategies in challenging environments

· Possess comprehensive knowledge of banking operations, Insurance, branch administration, operations management, customer relationship management, operations and team management and sound understanding of banking practices and procedures.

· Ability to carry out audit functions, defining audit schedules, preparing quick, accurate financial information and reports to communicate audit findings and financial data.

· Excellent temperament to multi-task and coordinate various activities under high pressure and time constraints. Analytical abilities & creativity to build-up competitive advantage and contribute to the growth of the business.
· Recognized as a proactive individual who can rapidly identify the problems, formulate tactical plans, initiate and implement effective solutions and preventive measures for the optimum utilization of resources, towards the achievement of stated objectives
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Professional Highlights
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Skills

Strategic Conceptualizing & implementing employee commurication strategies to enhance employee engagementin the
Management business
R Liaise with the Client for conceptualizing and executing any client communication to the business and ensure

high quality customer experience

Satisfaction

Becision Making Decision making techniques that provide appropriate & productive solutions

Analyzing & Possess keen business acumen in marketing support while analyzing and understanding current situation with
Understanding futuristic vision





Work Experience
Sep 2012 – Mar 2015 
As Office Assistant
                                                                                                                                        [image: image3.jpg]





Accountable for making different types of accounts manually and in computer; prepared the monthly balance sheets of different accounts of customers; recorded interest owed to saving accounts customers and interest owed to the bank from loans and other investments 
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· Made deposits certificates for the customer, balance currency, coin, and cheques in cash drawers and calculated daily transactions 
· Executed entire computer related jobs in the office and streamlined the office management system; made computer presentations 
· Prepared reports for various assignments; efficient in proper filing and maintenance of all the documentation, while ensuring accuracy, precision and facilitated easy retrieval of records whenever required.

· Involved in proper filing and maintenance of all the documentation and managed emails. Handled the task of the various general administrative functions of the organization while assisting the Senior Management in day-to-day work and maintaining all the personal records.
· Responsible for handling the cash control operations, incoming & outgoing cash flow, customer interaction, ensured registers have adequate cash for operations and audit the cash collections at the end of day. 

· Handled customers, their requests, complaints and queries. Captured customer requests and complaints in the system and ensured quality closure of the same.

· Ensured ultimate customer service by issuing policies and effected prompt settlement of claims expeditiously for the customers.

· Generated business for the company while establishing healthy business relations with clients & external associates for securing repeat business & long term customer loyalty

· Handled cash cheques and payed out money after verifying that signatures are correct, that written and numerical amounts agree, and that accounts have sufficient funds 

· Taken care of records for each customer accounts, gold loan accounts and other loan accounts, receive cheques and cash for deposit, verified amounts, and check accuracy of deposit slips 

· Examined cheques for endorsements and verified other information such as dates, bank names, identification of the persons receiving payments and the legality of the documents 
· Entered customers' transactions into computers in order to record transactions and issued computer generated receipts and count currency, coins, and cheques received, by hand or using currency-counting machine, in order to prepare them for deposit 
· Processed transactions such as term deposits, retirement savings plan contributions, automated teller transactions; received mortgage, loan, or public utility bill payments, verified payment dates and amounts due. 
· Explained, promoted, or sold products or services such as travelers' cheques, savings bonds, money orders, and cashier's cheques, used computerized information about customers to tailor recommendations  
Achievements:

· Helped bank in achieving 100% KYC (Know Your Customer) by going through various records as per bank rules and regulation. 
· Worked consistently for the welfare of the bank and customers by providing needful services to the customers.
Education & Credentials 
2010
M Sc in Micro Biology from Osmania University
2008 
B Sc in  Micro Biology from Osmania University
Trainings: 
· Diploma in Computer Application 
· Advance Excel
Personal Details
Date of Birth
:
 13th Dec 1987
Marital Status
:
  Married
Language Known:            English, Hindi & Telugu

Passport No:                   (valid until 10/03/2025) 
Visa Status:                    Residence Visa (Spouse Visa)      
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