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Chinchu 
E-Mail: chinchu.340735@2freemail.com 
Profile Summary 

· A competent professional with nearly 2 and half years of Domain experience in managing finance and accounts.
· Dynamic management professional backed by excellent academic credentials and rich experience in financial operations. 

· An active team player with excellent temperament to multi-task and coordinate various activities under high pressure and time constraints.
· Demonstrated abilities in coordinating financial activities

· Effective communicator with honed interpersonal, negotiation & relationship management skills

Core Competencies 

· Trained & Worked in Tally ERP 9. 

· Day to day accounting, Bank reconciliation, Purchase entry, Sales entry, Journal entries, preparing Cash book of Clients.
· Assisted in preparation of MIS Reports and periodical Financial Statements of various clients. Processes payments and documents such as invoices, journal vouchers, employee reimbursements and statements. 
· Verifies items billed against items ordered and received and reconciles differences through follow-up with the vendor and/or other employees.
· Determines content and assembles data in order to prepare monthly reports for review.
· Reconciles transactions, financial data, and other information to an automated accounting System.
· Pre-audits, verifies, and processes employee expense claims reviewing rules for employee compliance
· Interprets and applies instructions and guidelines to resolve work problems.
Employment Details 

Assistant Branch Manager –  May 2014 - November 2016
ESAF SMALL FINANCE BANK (Esaf Microfinance & Investment Pvt Ltd)
(Reserve Bank Of India Approved) ,INDIA
Key Result Areas 

( Managing the microfinance activities. 

o Formation and monitoring of groups and individuals. 

o Supervise the work of Microfinance Officers in the field.

o Supervise the function and the work of the Finance and Administration of the Branch.

o Survey and selection of new operational area of work.

O Participate in village meetings for new client enrolment.

o Approve loan proposals submitted by loan Officers.  

o Conducting regular branch meetings.

o Prepare the disbursement plan and disbursing the loan through cheque or cash. 

 (Staff related activities.

o Assist in the recruitment and training of Microfinance Officers.

o Share the Memorandum and new changes in the system and rules.

o Conduct annual performance appraisals for all staff under his control.

o Organise need base training of his team at regular interval.

 (Accounts management

o Manage cash for staff and portfolio activities.

o Manage bank relationships and bank transactions.

o Ensure accuracy and completeness of staff’s ledgers.

(Reports to Regional Office / Head Office
o Prepare and send the necessary daily, weekly, fortnightly, monthly, quarterly, half yearly and yearly reports

o Verify the loan ledger of all the Microfinance Officers.

o Prepare funds and assets requisition requests.

o Attending meetings at the HO.  
(Community relationships
o Manage relationships with community leaders, police and other administrative authorities.

o Coordinate periodic promotional activities for MFI products.
Academic Details 

· M.Com- Finance from  University of Kerala, India (2011-2013)
· B.com- Co-operation  from University of Kerala, India (2008-2011)
· Higher Secondary- Commerce  from Board of Higher Secondary School, India (2006-2008)
Other Courses 

· Qualified in TALLY
IT Skills: Proficient in MS-Office 
Personal Traits
· Self-driven personality coupled with problem solving attitude.

· Good co-ordination and co-operation with the team.

· Adept at learning and adaptable to diversified work environment.
· Good learner & good performer both in team & independent environment.
Personal Details 

Date of Birth: 

21/06/1991
Gender:


Female
Nationality: 

Indian
Current Place:

Sharjah
Languages Known:
English, Hindi and Malayalam
Marital Status:

Married

Visa Status:

Husband visa
REFERENCE AVAILABLE ON REQUEST
