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COVER LETTER

Dear Hiring Manager,

I’m submitting a letter to express my strong desire to be an employee of your organization. I fully believe I’m qualified to fill the position and make great contributions to encourage the growth of the organization.

A brief review of my career working experience will reveal what I can contribute to your prestigious organization. I have 26 years old, finished Bachelor of Business Administration from Punjab technical university, India. i worked with Xavier’s constructions, one of the leading construction company in Kerala as an administrative executive where I also deals with supporting human resource manager for the recruitment of employees, promotion of the company projects with marketing teams, handling the walking customers in our organization. I also worked with Muthoot Finance Limited, the largest financial institution of India in its kind as a Relationship executive where I handled the branch operations such as handling the customers, cash transactions, documentation and data entry, creation and implementation of business strategies with the branch manager, submission of reports to the top management etc. I have proven skills in customer handling, cash and asset management, effective use of M.S. office suit. Promotion of products and services of the organization etc.

  I’m convinced that I can provide you with the detailed information needed for you to see what positive contributions I could make if given the chance to come in for an interview.

NEVIN 
NEVIN.337675@2freemail.com  

Personal Statement
To gain knowledge from all fields and using the best of my competency abilities for the growth of the company and myself. To make a career on Business Domain built upon an unwavering attitude to learn. Seeking an environment where my knowledge and experience can be shared and enriched.
Experience

· One  year of experience from Muthoot Finance Limited as a Relationship Executive

Duties and Responsibilities
· Effective lobby management i.e Responsible to attending walk-in clients at Branches.

· Extending courteous support to all walking customers and educate them about the products and services company offered.

· Responsible for accepting and appraising gold jewellery’s under company norms.

· Ensuring proper verification and valuation of collateral securities and documents.

· Appraise availability of cash position at the branch/bank and inform the requirements to the manager.

· Verification of daily cash balance, fund management,bank account operations and bank reconciliation to be exclusively monitored by the bank manager.

· Effective handling of software’s i.e CBS,CRM,M.S Office suit and ensuring all the KYC entries in the same.

· Responsible for processing/documentation of loans and other financial services.

· Responsible for cross selling of all products and achieving of individual and branch targets.

· Responsible for conducting field visit and meeting.

· Three and half years of experience from Xavier’s Construction as an admin executive.

Duties and Responsibilities

· Answering the phone calls and maintaining diaries.

· Managing and maintaining budgets, as well as invoicing.

· Using variety of software packages such as Microsoft word,outlook,powerpoint,exel to produce correspondence and documents and to maintain and update office website and internal database.

· Devising and maintaining office systems.

· Ordering and maintaining stationary and equipments.

· Recruiting,training and supervising labours and junior staffs and delegation of work if required.

· Photocopying and printing of documents.

· Submitting reports to the top management.

· Arrange meetings, booking rooms and conference facilities.

· Organising travel for staff.

Education 

	Course (Stream)/Examination
	Institution/University
	Month/ Year  of Passing
	Performance

	BBA
	SSICMIT Badhani, Pathankot .PTU Jalandhar
	2015
	  72%

	+2
	LEOXIII E.M.B.H.S.S Alleppey
	2008
	60%

	10th
	St: Michael’s H.S Thathampally
	2006
	60%


Achievements
· I got appreciated by the top management for conducting the best marketing campaign.
· I got an award for achieving insurance contest launched by muthoot finance limited.
· I received an appreciation award for best customer services.
· Top management rewarded me for canvassing a single NCD investment worth rupees 11lakhs.
Skills and Expertise
· Good Planner, Advisor, Motivator and Negotiator
· Excellent Communication Skills
· Excellent Writing Skills
· Leadership quality
· Conflict Management
· Quick Learner
· Team Player
· Loyal
· Hardworking
Computer Proficiency
· Microsoft Office 

· Core banking solutions (CBS)

· CRM



· Adobe Photoshop



· Adobe audition 


Personal Vitae
· Date of Birth 
           

 22/10/1990
· Gender                           
Male
· Languages
            
English, Malayalam, Tamil, Hindi
· Marital Status                
Single
· Hobbies
            
Playing Chess, Reading Books,
Dated: ................................... 




Signature: ______________
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