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Career Objective:
To optimally utilize the present abilities, expertise and knowledge in the organization, so as to enable the organization achieve its goals and at the same time capture opportunities for constant learning and career development.
Educational Qualification:
	QUALIFICATION


	NAME OF THE INSTITUTION / ORGANIZATION
	BOARD OF STUDY
	YEAR OF PASSING
	MARKS %

	PG – M B A – with specialization in Finance and IT
	Guruvayurappan Institute Of management, Coimbatore
	Bharathiar University, Tamil Nadu

	2013
	66%

	UG (BCA)


	Nirmala College Of Information Technology.
	M G University, Kerala
	    2010
	54.5%


	H.S.C
	St Antony’s Higher Secondray School Pudukad 
	 Higher Secondary  Board, Kerala
	2006
	72.3%

	SSLC
	Sree Krishna High School Anandapuram 
	State Board Of Kerala
	2004
	70% 


Work Experience:
	03/2015
01/2017
	Administrator/Logistics Coordinator
	Zamil Offshore Services Company

	· Manage crew assignments using cost effective and convenient travel routes.
· Liaise with Travel Agent for Ticket bookings.
· Coordinate crew lodging and boarding at port.
· Document management pertaining to crew employment contracts, visa & change schedules.
· Communicate with manning agencies on timely arrival of the crew at the designated port.
· Tracking timesheet, managing overtime and on time payroll processing

· Expense tracking and reporting to corporate office.
· Arranging the settlement for the advance amount provide for the Visa Agencies & Crew.
· Invoice management with effective tracking of back charge services.
· Arrange for medical examination, Crew Aramco ID cards and gate passes based on the purpose of the Visit and Visa.
· Making appointments for the extending of KSA Visa & ARAMCO Id on time to avoid penalty and delay. 
· Safekeeping and tracking of the passport & ARAMCO Id  of crew members during the contract period and dispatch the passport & ARAMCO Id to the port during Crew Sign off or on medical Emergencies. 
· Act as a Backup for DGM Personal Assistant.

· Grievance handling



	09/2013 – 02/2015
	Senior Analyst
	State Street HCL Service Ltd.

	· Performing reconciliation within the client specific deadlines.

· Cash reconciliation, matching and end to end research of unmatched cash transactions

· Analyze variances on foreign exchange, income & dividends, corporate action transactions and share results with appropriate teams for resolutions

· Settlement of Trades, Processing of fractional shares, dummy FX.
· Research on unreconciled variances and identify the type of variances due to which the difference has occurred in the books and records

· Assist in onboarding of new team members

· Provide documentation of the variances which includes screenshot from Bloomberg.
· Raise GIMS (Global Inquiry Management System) to appropriate client for settlement of trades, Processing of pay down.




Computer Proficiency: 

· Operating System:

WINDOWS 7, WINDOWS XP.

· Software Package:

MS OFFICE(Word, Excel, PowerPoint)


Name of the company – Karuvannur Service Co-operative Bank Karuvannur
Duration – 2 month
Topic - “A Study on Financial Performance of Karuvannur Service Co-operative Bank.”

Achievements and Awards:
· Yellow Belt Certification in Lean Six Sigma

· Coordinated Best Management Team event during GIM fest and Intra College meet Affiatus.
· Won second prize in intra college Tug of war.


My strength:

· Adaptability to new environments. 

· Willingness to put in long working hours. 

· Perseverance to reach goal. 

· Gather strength while working in a cohesive team. 

· Inquisitive to new subjects and willingness to learn them
Hobbies and Interests:

· Listening music.

· Bike riding and travelling

· Visiting Places and making friends 

Declaration

I hereby declare that the above information is true and correct to the best of my knowledge and nothing has been concealed or distorted.                             
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