Mrs. Sharmila
Sharmila.300042@2freemail.com 
  

To secure employment in a Challenging Position in Co-ordinating, Public Relations, Guest Relations & Back office areas that would best utilize my expertise in the Business Environment that provides opportunities for an aggressive, dedicated individual with leadership abilities.


· Strong communication skills in English both written and spoken 

· Team player

· Ability to get along well with others

· Excellent negotiation and office administration skills

· Excellent Telephone manners


  Feb 2016 (CIBG Global Transaction Services)      

Working as an Customer Service Officer      
· Developed communication skills while working with customers

· Provided all customers with great customer experience by listening and answering their questions

· Ability to handle multiple tasks and solve customer queries efficiently

· Ability to build and maintain good relationship with customers
Mashreq Bank (CIBG) Jan 2016 (CIBG Global Transaction Services) – Factoring Trade & Finance    

Worked as an Customer Service Officer      
· Conducting Due Diligence on clients by using various types of applications (E Name Checker, Business Objects, Kastle Factoring, PREM, Flexcube) 

· Performing other work related duties when assigned.
Mashreq Bank (CIBG) April 2013 to Dec 2015 (CIBG Global Transaction Services)    
Worked as an Customer Service Officer                               
· Preparing the Trade Docs Register on daily basis to keep an account of all Documents received.

· Handling internal mail.

· Filling the Documents submitted by the Customer in orderly manner.

· Ability to communicate proficiently with individuals with varied backgrounds 
· All responsibilities that are assigned to me are done within the time frame.
· In charge in arranging files & other documents needed.
· Receive & process incoming & outgoing mails including priority courier messages.
· Arranging grocery / Stationery purchase on monthly basis for the department. 
· In charge of the Conference Room
Mashreq Bank (CIBG) Feb 2012 To April 2013(CIBG Hr Admin & Ops)                                                 
Worked HR Administrator

· File the documents submitted by the employees in orderly manner 

· Coordinate different departmental activities with each other by channelizing the efforts of all individuals in one   

       direction 

· Respond to queries and complaints from employees regarding salary, benefits, and work culture 
· Liaison & coordinate with relevant departments as CAD, HR, Admin & operations.
· Entering & maintaining of HR Admin record files & list pertaining to all confirmation, transfers, resignations & 
       promotion for reference purpose.
· Resolving staff complaints & queries.
· Issues staff letter request / certificates as approved by HR Officer.
· Record keeping of couriers & documents & sending it to the respective departments.  

· A professional individual with ability to adhere to corporate ethics 
· Ability to communicate proficiently with individuals with varied backgrounds 

· High patience and tolerance levels that help liaise several activities together 

· Responsible for maintaining & handling the petty cash for CIBG on monthly basis
· Preparation & reconciliation of Petty cash reports to CAD on monthly basis & mobile bill statement.
· Processing of applications for all staff loans, credit cards, education, transportation & mobile allowances, visiting 
       cards, extra mile, insurance cards, Employee confirmation report, employee ID & other invoices as per the HR  

Admin policy.
· All responsibilities that are assigned to me are done within the time frame.
Mashreq Bank (CIBG) Sept 2011 To Feb 2012 (CIBG/CBD - Dubai NE Unit 5)    
Worked as a Support Staff
· Attending customer queries / calls regarding their balance confirmation / bank statements  
· Handling all types of transactions  - account to account, telex transfer, FD, Cheque Book request, 

Account Opening & Account Closure, Account statement, Activation of Dormat Account etc., 
 (after doing the needful the original requests of the customers will be dispatched to the respective departments)

· Performing the job of admin coordinator.

· Provides administrative support to staff & Managers

· Receive & process incoming & outgoing mails including priority courier messages.

· In charge in arranging files & other documents needed.

· Collect & distribute mails & messages.
· Type correspondence letters & other documents.

· Checking of company’s Trade License on dubaided.gov
· Preparing KYC & MER Reports for all accounts requested by the Relationship Manager

· Customer Complaints – Customer Relation Management (CRM)

· Doing the CPR Report every month. (Customer Profitability Reporting System)
Mashreq Bank (CIBG) October 2008 To Sept 2011 (CIBG – Middle Market)           
Worked as Secretary cum Customer Service
· Attending customer queries / calls regarding their balance confirmation / bank statements  
· Handling all types of transactions  - account to account, telex transfer, FD, Cheque Book request, 
Account Opening & Account Closure, Account statement etc., (after doing the needful the original requests of 
the customers will be dispatched to the respective departments)
· Performing the job of admin coordinator.

· Provides administrative support to staff & Managers
· Receive & process incoming & outgoing mails including priority courier messages.

· In charge in arranging files & other documents needed.

· Collect & distribute mails & messages.

· Arranging grocery purchase on monthly basis for the department. 

· Type correspondence letters & other documents.

· Checking of company’s Trade License on dubaided.gov

· Preparing KYC & MER Reports for all accounts requested by the Relationship Manager

· Doing Marketing calls in order to get business

· Customer Complaints – Customer Relation Management (CRM).
   Mashreq Bank from April To October 2008 (Private Banking)               
Worked as Secretary cum Receptionist

· Greeting visitors & answering general questions

· Answering phone calls & assist with placement of calls.
· Attending customer queries regarding account balance.

· Arranging for meeting rooms for various presentations held by the team members, as well as for the 
meetings with the clients.

· Responsible for Air Travel, Hotel Reservation, Marhaba Services & Car Booking for the staff.

· Collect & distribute mails & messages.

· Organize outgoing & posting mail including priority courier messages.
· Doing all kind of admin jobs for the team : (Reimbursements , International call facility, Rubber stamps, 
 Staff entertainment, Club Membership, Education Allowance, Leave Application, Subscriptions)
· Assisting the new joiness in processing their forms : Staff ID , New Domain Account, printer & 
scanner connections User Access Request Form (Banksys, Flex cube, Mosaic, Hummingbird 
& Select, swift etc)

· Organizing stationery for the staff.

· Arranging grocery purchase on monthly basis for the department. 
Data Direct from June to November 2007 (Dubai)                         
 Worked as Secretary cum Receptionist

· Receive Telephone calls & assist with placement of calls.

· Receive visitors, answer general questions & direct individual to the appropriate person.

· Direct caller to destination & record name, time of call, nature of business & person called upon.

· Type correspondence letters & other documents.

· Collect & distribute mails & messages.

· Organize outgoing & posting mail including priority courier messages.

· Perform variety of Clerical duties such as faxing, photocopying & scanning.
· Responding promptly to customer needs.

· Petty cash custodian, preparation of bank slips & cheques, issues of payment and receipt vouchers.

· Responsible for airline and travel bookings of the staff.

· Monitors daily attendance of staff members.
United Associates from Dec 2004 to Feb 2007 (India)                                            

 Worked as Operation Officer
· Handling Corporate Salary Account on all India Level.

· Follow – up with clients on various queries.

· Back office operations like billing, follow – up for cheques, preparing documents related salary.
HDFC Standard Life Insurance Co. From Oct 2001 to August 2004 (India)     
 Worked as Front Office cum Customer Service Executive
· Handling walk in customers.

· Administration jobs.

· Checking of Application forms.
· Helping the Certified Financial Consultants regarding the status of their proposals.
· Preparing Daily Sales report.
· Handling Telephone queries.
Resham Motors from Sept 2001 to Oct 2001 (India)                                                                         
 Worked as Sales Executive

· Which included the profile of attending customers for sale of cars, follow – up, converting the 
customers into buyers.
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· First Aid for the Workplace Training – Mashreq Bank
· CRM Training – Mashreq Bank
· Advance Excel Training – Mashreq Bank
· Anti- money laundering – Mashreq Bank
· iProcurement– Mashreq Bank
· Flexcube Introduction – Mashreq Bank

· Knowledge of Microsoft soft Word, Outlook, Power Point, Page Maker & Excel

· Familiar with Banking Systems

· Mashreq Bank, Dubai. Extra Miles Award, Dec 2012.

· Certificate in Public Speaking Voice Modulation & Personality Development
· Excellent Communication, Negotiation and Interpersonal  Skills

· Team player

· Good Time Management Skills

· Well disciplined

· Listening to Music

· Flower Making

· Traveling

Nationality

: Indian

Date of Birth

: March 9, 1978

Languages

: English & Hindi
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