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Career Objective:

To seek a position as an Administrative Clerk in a challenging and stimulating environment envisaging growth and career development by associating with an organization that provides an ambiance for learning and professional growth. 

Personal Attributes:

Highly organized, efficient, flexible and versatile team player who will work hard and excel in any environment. Dedicated and committed, willing to take on challenging roles, tough assignments and work to tight deadlines. 
Work experience

Abu Dhabi Investment  Authority (ADIA):
From September 1998 to till date:
Job Title: Administrative Clerk
Duties & Responsibilities:

· Monitor Bloomberg, Tradeweb & Market Axess terminal regularly and ensures trades are distributed to Trade Support team as and when trades are booked by traders.

· Ensure trades are recorded in log book before distribution to Trade Support and Cash Management teams.
· Reconcile Log book with Bloomberg, Tradeweb & Market Axess terminal at end-of-day so as to ensure all trades were delivered to Trade Support and Cash Management team.

· Maintain Logs for documents received from/to Trade Support & Cash Management department to/from other departments.

· Maintain log on for all documents sent/received to/from Internal Audit Department.

· Maintains file for Repo, NDF & MBS trades, provide necessary documents to Trade Support team two days prior to maturity for processing.

· Maintain log for Movement of documents from TSIF to IAD/FO/TPEP/Custody /IED/IFD/ISD/Legal/Compliance departments.

· Maintain paper and electronic filing systems for records, correspondence, and other material.

· Ensures all deal confirmations are faxed to counterparties where the trades were Forced matched.

· Maintain a record book of all incoming and outgoing mails.

· Transmission of signed and approved faxes.

· Ensure Daily transaction report is sent to section heads at end-of-day.

· Prepare closure of manual messages sent during the day which is cross verified with swift team.

· Ensure end-of-day check list is completed and duly signed off by senior team member before being emailed to section heads and OPS Risk team. 
Eastern Travels  LLC.

May 1995 – September 1998
Job Title: Travel Consultant

Duties & Responsibilities:

· Providing customer support to clients related to reservation, ticketing and booking.

· Providing support on fares and charges.

· Receiving calls and providing the passengers with the best destinations and guiding them with the best deals.

· Making professional, accurate, cost effective travel arrangements for clients while providing excellent customer service.

· Helping clients with travel planning, business packages, vacation packages as well as travel advice & information.

· Selling vacation packages including flight & hotels.

· Making itineraries for both Domestic and International travel. Tendering

Academic Credentials:

· BA (Economics), From Shobhit University, Meerut-India
· Pre- Degree from Calicut University, Kerala, India

· Secondary School Leaving Certificate (S.S.L.C), Kerala, India

Computer knowledge
	
	

	· MS Office
· Internet and email operations
· Sound knowledge of extracting trades from Bloomberg, Tradeweb and Market Axess.
	

	
	


Personal Data:

Date of Birth       

10th May 1975
Sex

Male
Nationality

    
Indian

Religion
                   
Muslim

Marital Status    

Married
Driving License                             Posses Valid UAE Driving License
Languages known
English, Arabic, Hindi, Urdu and Malayalam 
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