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DOMNIC



Email: domnic.342338@2freemail.com 
CAREER OBJECTIVE:

“Intend to build a career with leading corporate environment with committed and dedicated people, who will help me to explore myself fully and realize my potential “Willing to work as a key player in challenging environment.”

PERSONAL DETAIL:

Gender



:

Male

Date of birth


:

11th December 1983
Marital Status 


:

Married
Nationality


:

Indian

Languages Known

:

English, Hindi, Marathi and Konkani
Hobbies


:

Reading and Socializing with friends   
Visa Status


:

Visit Visa

EDUCATIONAL QUALIFICATION:
	Exam Passed
	University
	Year

	B.Com
	Mumbai
	2007

	H.S.C
	Mumbai
	2002

	S.S.C
	Mumbai 
	2000


HIGHLIGHTS OF QUALIFICATION:
· Hands-on Experience within the Banking environment
· Ability to lead and motivate staff to meet targets
· Ability to deal courteously with customers, with tact and confidentiality
· Ability to communicate effectively and build long-term working relationships
· Ability to negotiate, solve problems and make effective decisions.
PROFESSIONAL EXPERINCES:

	Organization
	CITIZENCREDIT CO-OPERATIVE BANK LTD.

	Duration
	From July 2004 to 31.01.2017

	Responsibilities
	Have Risen from the post of Trainee Junior Clerk to Officer-in-Charge Operations:
· Worked at Loans and Advances (RETAIL ASSETS): at the branch level. Responsibilities includes :
· Interviewing the prospective borrower while understanding his loan requirement and thereafter conducting site inspection and preparing report
· Scrutinizing of documents and preparation of applicants proposal for sanction
· Post Sanction procedure includes documentation and mortgage creation
· Quarterly inspection, monitoring, review of all loan accounts and regular follow-up of accounts for timely repayment
· Preparation of monthly report of all loans and advances at the branch and forwarding the same to respective departments

· Handling of day to day branch administration 
Handled Retail liabilities i.e. (CASA, Term deposit accounts). Responsibilities includes: 
Account Opening and Maintenance:

· To ensure all required documents are available prior to opening of accounts
· To image the customers signature correctly and with the appropriate signing instructions as per customer request
· Timely issuing of term deposit receipts with timely tax deductions
· Review of all accounts opened with daily update of record
            Transaction Processing
· Process balance order/standing order instructions as per customer request
· Process of stop payment of requests within the stipulated time frame
· Timely processing of Cheques (inward/outward) presented through payment and settlement mode
· Issuing of demand drafts and pay orders to branch customers
· Ensuring that the cash receipt and payments during the day are duly accounted and there is no shortage/excess cash unaccounted lying on the counter
Customer Service:

· Deepening relationship with existing customer who walk-in, through cross-sale of all product and service
· Addressing to customers complaint and resolving the same with quickest time by providing efficient service at all time.


	Organization
	M/s Indian Infotainment Media Corporation (iimc)

	Duration
	From May 2003 – June 2004 

	Responsibilities
	Worked as Office Assistant
· Responsible for maintaining the records of office inventory 
· Timely Distribution of film roles as per requirement and keeping record
· Checking the availability of stock and other required things and ordering for them
· Coordinating with the distributors, suppliers and vendors 
· Maintaining the documents records

· Assisting the admin manager in planning and executing the events and other activities in organization 

· Managing the housekeeping and data of duties

· Responsible of checking the cleanliness of office

· Responsible for checking the assets of the office are in good condition

· Responding to mails

· Responsible for handling of the petty cash and keeping the records of expenses.


	Organization
	M/s Benefit Barter Company

	Duration
	From April 2002 – April 2003 

	Responsibilities
	Worked as Counter Sales Executive
· Reported to Store Manager 
· Attending to walk-in customers
· Promote sales by suggesting products to customer, providing Information and helping in choose the product. 
· Kept an eye on the products in the store and responsible for any pilferage in store.

· Informing customer of any scheme, discount, and Promotional offers.
· Maintaining the discipline and decorum of the store.

· Managing the display of the product and taking care visual merchandising.

· Stock taking on a day to day basis, and taking inward of goods


OTHER QUALIFICATION 

	Courses
	Contents

	Basic 
	Detail Knowledge of MS-OFFICE with Multimedia (Word, Excel, PowerPoint) Window98

	NISM
	Has successfully completed NISM (National Institutes of securities Market)  series IV for Depository Operations 


I hereby confirm that above information provided by me are true to the best of my knowledge.

DOMNIC 

