Desmond
Desmond.345490@2freemail.com  

Date of Birth: 23rd April 1991
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Objective

To be a potential resource to the organization where I can utilize all my skills, abilities and knowledge which would help the organization to grow and further enhance my career.

Professional Experience
	
Organization
	
Citizen Credit Co-op Bank Ltd

	 Duration
	January 2013- March 2016

	 Department
	Operations

	 Designation
 
Responsibility
	Junior Clerk from 03.01.2013 till 31.03.2016
     
1) SAVINGS/FIXED/FOREX
· Post outward/inward Cheques and returns
· Post ECS Dr/ECS Cr/Nach and process returns.
· Update passbooks, print statements & Collect cheques.
· Open/Modify/Close -Savings/Fixed/Loan A/c’s
· Data entry of TDS & exemptions in ETDS package.
· Purchase/Sell Foreign Currency, Process telegraphic transfers.
· Process NEFT/RTGS transactions.
· Prepare Balance confirmation & Interest Certificates

2) CASH
· Receipt cash/ Pay Cash
· Collection and accounting of school fees.
· Indent for cash as per requirement
· Indent of various bank stationery as per requirement.
· Prepare Cash Statements.

3)LOANS & ADVANCES
· Prepare proposals for loan applicants for various purposes(|Housing, Vehicle, Mortgage etc)
· Keep check on EMI’s recovered by the system.
· Carry out Inspection, House verification for loan applicants.
· Prepare inspection report based on findings of the inspection.
· Go for recoveries of loan amount from NPA’s.
· Prepare various statements of loans and advances.
· Prepare interest certificates.
· Market for insurance and various other products of the bank.


	 Duration
	 April 2016-January 2017

	 Department
	 Depository Services

	 Designation

	 Management Assistant from 01st April 2016 till date.

	Responsibility
	1)FRONT OFFICE
· Open/Modify/Close -Demat A/c’s
· Processing delivery instructions within the specifies deadlines. Issuing/ blocking of delivery instructions.
· Sending Client Master list, Client modification letters and account closure letters to customers.
· Attending to customer and branch queries.
· Updation of KYC of existing and new clients of Demat accountholders.
· Processing Dematerialization/ Rematerialization/ conversion of mutual funds requests.
· Keeping track on the status of dematerialization requests.
· Creation and cancellation of Pledge for loans availed against shares.

2) BACK OFFICE
· Billing various service charges to branches to be recovered from customers.
· Generation of monthly holding statement/ transaction statement for Demat accountholders. Dispatch of these to branches/ clients.
· Generation of rolling and normal market calenders on monthly basis. 
· Making monthly payments to depository (NSDL) for services rendered on behalf of the bank.
· Preparation of monthly statements to be submitted to higher authorities.


	Organization
	
Serco(Transunion)

	  Duration
	June 2012-December 2012

	  Department
	Customer Service

	  Designation
 Responsibility
	Sr. Customer Service Executive
· Assist clients in understating their credit report.

· Dispute any errors if reported by the client and raise an investigation.

· Inform the customer about their credit score.

· Sell a credit tracking product to the client.

· Train new associates on the floor.

	Organization
	
The Great Eastern Shipping Company/Chellaram Shipping

	  Duration
	October 2010-November2011/January2012-April2012

	  Department
	Engineering

	  Designation
Responsibility
	Oiler
· Assist in repairing, maintenance & servicing of Main engine, Generators, Boilers, Purifiers & other machinery onboard.

· Note readings, temperatures and keep tab on oil levels & water levels etc.

· Keep watch during loading and discharging of cargo.

· Keep inventory of spare parts & other requirements.




EDUCATIONAL QUALIFICATION

	Curriculum
	Name of Institution
	Year
	Percentage

	Jaiib
	Indian Institute of Banking& Finance
	2016
	Cleared

	B.Com
	Mumbai University
	2015
	55.71%

	Pre-sea Training
	B.P.Marine Academy
	2009
	Cleared

	H.S.C.
	St. Mary’s Junior College                                     
	2009
	60.50%

	S.S.C.
	Antonio De’souza High School                                
	2007
	73.53%



TRAVEL DETAILS

	Passport No
	
	Visa Type
	Visit Visa

	Issue Date
	15/07/2009
	Entry Date
	19/01/2017

	Expiry Date
	14/07/2019
	Expiry Date
	12/04/2017



ADDITIONAL INFORMATION

Work Attributes        :	Hardworking, Patient, quick learner, team player, good      communication skills.
Hobbies & Interests	: 	Listening to Music, watching movies and reading.
Sports                         :           Cricket, Football and Kabbadi
Languages		:	English, Hindi, Marathi and Konkani
Gender		: 	Male
Martial status	:	Unmarried

I hereby declare that the above details are correct and to the best of my knowledge
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