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	    PROFESSIONAL SYNOPSIS
An accomplished Managerial Professional offering 1 year and 3 months of experience in corporate operations management across verticals in Branch Service, Operations and Administration.

   PROFICIENCY FORTE

· An operational expert who understands the complexities of understanding integrating systems and processes while remaining focused on financial implications and the ultimate goal.

· Exhibits an honest work ethic with the ability to excel in fast-paced, time-sensitive environments.

· Able to handle multi tasks to balance critical time demands on day-to-day matters.

· Influential and persuasive mentor with ability to build trust and rapport with clients.

· Have pleasing personality and good interpersonal and communication skills.

· Possess time management in reporting.

 CAREER DETAIL
         Branch Operations Executive (15 December 2009 – 15th February 2011) in ICICI Prudential Asset Management Company Ltd, Thrissur.

  JOB DESCRIPTION & RESPONSIBILITIES

· [image: image1.png]Responsible for entire Branch Services, Operations and Administrative functions.

· Ensure proper updating of records, maintaining and systematizing files.

· Ensuring all reports are received and collected and delivered, scrutinizing investment documents and supporting documents.

· Providing good support to sales team.

· Ensure that customer query and complaint are attended and resolved in an efficient manner within stipulated TAT’s.

·  Provide all the information and support about policies and processes to IFA’s, ND’s and Banks.

· Verifying the mutual fund transactions form confirming that they oblige to the required guideline laid down by the management & SEBI.

· Maintaining the details, tracking and releasing of payouts for business done by business associates.

· Responsible for admin related works, maintaining & processing of petty cash expenses of a branch as per company policy.

	
	  PROVEN JOB ROLE
Customer Contact : As a branch Service person, meet and greet customers daily and find out, through specific questions, what their problem needs are. Maximum cross sell and lead generation.

Applications : Ample use of applications recommended by company in order to fastening performance, help customers, distributors and our own smooth functioning.
Team Player : As Branch service person I interact with others within the branch such as Branch Manager, Sales Associates regarding their own job duties and the goals of the company.

Branch Operations : Efficiently and effectively managed transactions, posting entries, updating of records etc.
    ACADEMICS

Course / Degree
School/College/

University/Board/Council

Percentage Obtained
Year Of Passing

MBA
Sakthan Thampuran College of Mathematics & Arts, Thrissur.

(Bharathiar University)
62

2009

B.COM

Sakthan Thampuran College of Mathematics & Arts, Thrissur.

(Calicut University)
61

2007

HSE

St. Joseph’s Higher Secondary School, Thrissur.
74

2004

SSLC

St. Paul’s C.E.H.S. School, Thrissur.
67

2002

     NON ACADEMICS
· Certificate on AMFI- Mutual Fund (Advisors) Module of the NCFM.  

· Ranked among the Top 12 % in the 3rd National IT Aptitude Test (NITAT) held on January 21, 2007.

· Participated in many Management Seminars conducted in different colleges which helped me a lot in updating knowledge.
· Participated in the organizing team of ENCORE ’09, a Management Day Meet conducted in Sakthan Thampuran College of Mathematics & Arts, Thrissur.
· Participated in Business Quiz in the South Indian Management Meet at Lulu Convention Centre, Thrissur.



	
	 COMPUTER SKILLS
· Certificate on Computerized Financial Accounting(CFA) under SEPTI

· Certificate on Diploma in Computer Applications (DCA) and Tally under ICES

· Completed 2 semesters in GNIIT under NIIT.
· Platforms – Windows XP, Vista and Windows 7

· Experienced in using software’s like MS Office, Eisc, EMS, BTS, Livewire, Pivotal and Lotus Notes.

PERSONAL ACHEIVEMENTS

· Won Third Prize in Quiz Competition at College Youth Festival.

· Won prizes in School level for Drawing and painting (Pencil drawing, Water Color)

· Won prizes in Sports and Games at School Level. 
  DECLARATION

I consider myself familiar with Managerial and Financial aspects. I am also confident of my ability to work in a team. I hereby declare that the information furnished above is true to the best of my knowledge. 
                                                                                         


