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	career Objective

	
	To shoulder the responsibilities of an organization and to grow along with it.

	

	pROFESSIONAL EXPERIENCE 

	Dec 2015- till date

May 2013-Dec 2015      
July 2010 - Feb 2013

	Leading Exchange Centre LLC: UAE Exchange is a leading Exchange house in terms of foreign exchange, remittance and finance solutions worldwide. I moved to UAE in May 2013 - December 2015 and joined UAE Exchange as Foreign Exchange and Domestic currency Teller, Customer Service Executive. I later got an opportunity and was promoted to work as a supervisor of the branch in December 2015. The duties and responsibilities assigned to me are as under.
Branch supervisor:
Responsibilities:

•Monitor the day to day activities of branch and work is done in a timely manner.
•Responsible for Authorizing various transactions. 

•Monitoring the flow of foreign currency and anticipating the business.
•SIF Funding, Smart Payroll, Company registration

 •Timely resolving customer grievances.
•Co ordinating with various departments to ensure smooth flow of activities in the branch. 

•Responsible for Branch accounts, ensuring timely reconciliation of payments. 
•Overseeing the transactions done in the branch and making sure it is adhering to AML and complains procedures. 

•Mannerly documentation of customer’s details and transactions.

•Forecasting the branch need and scheduling employee roaster.
•Planning marketing activities to increase branch business. 

•Looking into all the procedures of branch opening and closing activities.  
Foreign Currency Teller / Junior officer in retail sales and services
Responsibilities:
•Count currency, coins, and checks received cash, by hand or using currency-counting machine, to prepare them for deposit or shipment to banks.
•Cheque deposits and encashment of traveller cheques after verifying signatures.

•Managing inter branch funding and keeping sufficient funds for branch.
•Managing financial remittance for individual & corporate customers.
•Offering attractive rates to the customer and striking deals by managing the spread                and margins.

•Inform customers about foreign currency regulations, and compute transaction fees for currency exchanges
•Maintaining a good rapport with corporate clients.
•Assisting in providing detailed cost analysis reports to the superiors and identify key drivers for improvement. 
•branch closing activities: tallying cash, arranging customers vouchers, cash entries in branch vaults.
Mphasis an Hp company: Mphasis is Mangalore based IT services company. The company provides infrastructure technology and applications outsourcing services to financial services, telecom, logistics, and technology industries. My role as a Senior technician are as follows :
Senior Technical Support Associative (Customer care )
Responsibilities:
•Tele worker and Mainframe applications.

•Resolving issues related to User access and User profile maintenance

•Installing and configuring the applications in user’s machine 
•Adding the users to remote desktop machines through Active Directory.

•Dispatching the tickets to HP and Onsite technicians for unresolved issues on calls.

•Contacting US network team for global outage issues and notifying across the Bank of America helpdesk sites.

•Worked on Citrix platform, Ticketing tool, Active Directory, Remote Desktop Tools and Support.


	PROFESSIONAL QUALIFICATIONs & Certifications

	2009

2006
	Bachelors of Arts (St. Aloysius College)
• Majors: Psychology, Sociology, Communicative English.

Diploma in Information Technology (St. Aloysius College)
• Majors: MS office applications, Visual Fox Pro and D.T.P



	COMPUTER &  SKILLS

	
	computer & software Proficiency
• Efficient on Computer skills.
• Currently working on ERP system called XCQ and Amigo. 
• Confident user of Ms Outlook, Email and Internet
Skills

• Excellent communicator, complete command over written and spoken English.
• Ability to manage time efficiently, prioritise activities and work under pressure.
• Target achiever, innovative and ability to take initiative.
• Self-motivated, ability to work individually as well as in team.



	
	

	Other Achievments

	October 2013
November, 2014. January, 2015 and Aug 2016
	• Awarded as best customer service representative of the Week. (UAE exchange).
• Awarded as best Employee of the month. (UAE exchange).


	
	

	Hobbies & intrests

	
	In my spare time I like to play various sports and take part in cultural activities like singing, dancing etc.


	
	


	

	
	


I hereby declare that the above details are true to the best of my knowledge.
