                                                                                                                                                   [image: image1.jpg]



CURRICULUM VITAE
(Rajni )
Dubai - U. A. E.

OBJECTIVE: To be loyal, honest, work diligently and prove trustworthy to the company  

EDUCATIONAL QUALIFICATIONS:

· Graduated in Commerce through Kasturba Gandhi College Of Commerce, Secunderebad, Andhra Pradesh (Osmania University)

· Passed H.S.C. through M.V.V.M College, Hyderabad 
· Passed S.S.C. through St. Anthony’s Girls High School, Secunderabad 
ADDITIONAL QUALIFICATIONS:

· Diploma in Computers from Private Institute in the Year 2000 with Knowledge of Microsoft Excel, Microsoft Word and Microsoft PowerPoint.
WORK EXPERIENCE:

1-Worked with “FIRST GULF BANK, Dubai from June 2012 till July 2015 

    As Telesales Agent 

JOB RESPOSIBLITIES: 

Handling queries related to customer business processing and application 
System generation of file numbers, submission cross check and rectifications
Preparing preliminary screening of customers and their verification through applied information 

Forwarding same application to processing units 

Re check of documents and re-submission based on finance department

All operations involvement for processing applications  

Customers round check based on final report received from checking departments

Arranging approvals for customer’s special needs
2-Worked with “COSTRA ADVERTISING LLC, Dubai ’’ from July 206 till august 2011 
      As Accountant/Administration / Shipping Coordinator
JOB RESPOSIBLITIES: 

· Sending Statements of Accounts to the customers at month end
· Following for payment by making phone calls and e-mails at regular intervals
· Preparing reports for management on receivables with respect to outstanding and collections  
· Reconciliation of customer statements, bank statements etc   
· To deal with the international market according to the client inquiry and do correspondence, quotation & Administration work.
· Documents filing and opening job files & raising invoices to client and do job costing & make monthly statement sheet in MS Excel and dispatching of documents by courier making LPO’S.
· Checking with shipping companies for rates, booking of containers & clearance of containers etc.
· Making invoice and packing list for export goods going to GCC and other country

· To source from the different suppliers through international market and local in order to give better price and quality to the client.

· Coordinating with freight forwarder about inbound and out bound shipment.
· Preparing delivery Advice
· Responsible for all the activities relating to import including ops, documentation

      Opening new jobs, checking with line
· Create employee files and ensure that all documents are in order.

· Ticket booking & Liaise with Hotels to ensure accommodation is arranged for external recruits.

· Managing the medical and life policy administration.

· Corresponding with line departments / candidates, briefing candidates / recruits on pre and post joining formalities.

· Coordinate the new visa process with PRO.

· Create and maintain database and spreadsheet files.

· Maintaining employee files and the HR filing system.

· Maintaining overtime record on day to day basis.

· Handling the exit process and monthly exit report.

· Processing data in an efficient and timely manner.

· Interacting effectively with a wide variety of people.

· Keep updated of all employee telephone numbers & other information.

2-Was working with “SIND COOPERATIVE URBAN BANK,” Secunderebad” as “Senior Assistant and savings  representative” from November 2001 to February 2003.

JOB RESPOSIBLITIES: 

· Worked at the cash counter from November 2001 to April 2002. Responsibilities included receiving/ paying cash from/ to the customers & tallying both receipts & payments.

· Handled saving’s account from May 2002 to September 2002. Responsibilities included passing cash & inward/ outward clearing of cheques.

· Handled current account from October 2002 to December 2002. Responsibilities included opening/ closing of    account, banker cheques & demand draft.

· Handled clearing account from January 2003 to February 2003. Responsibilities included inward and outward clearing of cheques. 

PERSONAL DETAILS:
Marital Status 


:
Married 

Language Known

:
English, Hindi & Sindhi 

Visa Status 


: 
Husband Visa

Email                                       :           Rajni.349504@2freemail.com 
