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	KAVITHA
KAVITHA.348869@2freemail.com 


	Objective

	To enhance & contribute the best of my learning, knowledge and experience to an esteemed organization. Looking to work with multiple responsibilities by sharing my skills/experience on competitive environment and to productively contribute towards the growth of the Organization and thus grow professionally.


	Career Graph


ENVESTNET INDIA
Analyst L2 [June 2014 – August 2016 ]
Envestnet India is a leading provider of integrated portfolio, practice management, and reporting solutions to financial advisors and institutions. Our open architecture platform encompasses a broad range of institutional-quality research, investment products, and advisory resources. We advise them on helping to achieve their financial goals, invest their money wisely, manage their portfolio and your practice effectively, and report back to them how they and you are doing.
My scopes of responsibilities as an Analyst L2

· Processes trade orders, manages service requests, and provides manager support.
· Answered and managed incoming and Outgoing Calls While recording accurate messages.

· Updates and manages investment portfolio models.

· Work with Financial Advisors, Money Managers and different teams in USA through emails and telephones.

· Performs daily duties, including problem resolution using standard procedures and precedents.
· Updates and manages investment portfolio models.

· Establishes and maintains strong and cooperative relationships with key contacts in the financial industry to foster a cooperative environment for the resolution of problems and/or errors.

· Ensure the quality of reports and services delivered

· Adhere to the Service Level Agreements in processing cash movement requests and expedite the issues with custodians.
· To perform day to day client account reconciliation of client’s investment accounts with that of their custodian/bank accounts, preparation and delivery of accurate reports
· Escalates issues to team lead and/or supervisor and assists with solving issues that are without procedures or precedents.

· Having good hand on MS Word and MS Excel (Formulas, Pivot table, Filters and VLOOKUP)
· Acts as a mentor to the junior specialists.

· Audited and ensured the quality of the documents to be provided to the clients regarding their portfolio structures

· Maintained friendly and professional interactions with the clients all the time

· Organized and Conducted GDs and other activities to the candidates as part of the recruitment processes

· Adhere to the Service Level Agreements in processing cash movement requests and expedite the issues with custodians
	Qualification


Educational Qualifications

             MBA(Finance & Marketing) Kerala University [Pursuing]          

    Bachelor of Commerce from Calicut University [2013]

    Higher Secondary Examination - Commerce [2010]

Professional Qualifications

          MS Office Package 2013

Tally ERP 09
	Personal Details


Nationality

Indian

Marital Status

Married

Gender

Female

Date of Birth

March 03, 1993
VISA 

Status: Visit Visa
Date of Expiry: April 25, 2017
Languages Known

English 
Hindi
Malayalam
	Core Competencies


·   Preparation and analysis of client portfolio models, financial statements and preparation of MIS reports to assess the performance of the client portfolio, manage and report the statements to the client, perform bank/ custodians and other account reconciliations, asset management, processing client requests, Email management and its timely response, and documentation of the process. 
·   Possess excellent customer relationship skills coupled with experience in acquiring new clients and developing the client base. 
·   Capable of handling multiple roles with efficiency and effectiveness
·   Excellent communication Skills

·   Conference and meetings planning and Coordination.

