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ANITHA

Anitha.365046@2freemail.com
Summary:-

A Challenging and rewarding position in the Junior level Management of a reputed Banking group where my abilities would find full expression.

Objective: -

To pursue a challenging career where my attitude and innovations will be accepted and utilized to attain organizational aspiration and development.

Key Skills:-

· Conversant with all the laws, regulations & standing operating practices in the Retail section of the Banking Sector

· A good exposure with proficiency in streamlining business processes

· Proficient in MS office, Tally 7.2,Finacle, accounting & general branch administration   

· Strong interpersonal skills to positively supervise and motivate staff development.

· Excellent organizational skills with ability to meet demanding deadlines handle     

         multiple priorities and adjust to sudden changes in work flow.

· Working knowledge with Corporate and retail banking and Third party products.

· Good in Cash handling and Banking Operations.

· Excellent verbal and written communication skills, ability to effectively present.

· Willingness to take on more responsibilities and the ambition to move forward in the profession

EMPLOYMENT HISTORY

Organization
:
IndusInd Bank Ltd.

Department
:
Operations- Branch Banking

Designation
:
Teller / Operations Executive

Period
:
From   June 2011 to January 2014 (joined as Relationship Officer on 01-10-2009 and promoted in Operations Role)

WORK PROFILE

· Branch banking operations

· Teller operations.

· Handling Outward Clearing and Return Clearing

· Reconciliation of accounts

· Audit related issues

· Operation cost reduction

· Branch quality improvement

· Customer service and customer satisfaction

· Cash loading and reconciliation of Branch ATM.

· Build a strong portfolio of new business relationships while managing and growing the existing portfolio of customers in inculcating the required sharp analytical, interpersonal and marketing skills

· Preparation & Monitoring of sales strategies along with the sales team to increase business and cross sells of other products.

· Aligning self and sales team objectives to the bank's overall goals and objectives.

_____________________________________________________________________________

Organization
:
Bharti AXA Life Insurance Co Ltd Department
:


Designation
:
Agency Manager 

Period
:
From  November 2008 to Oct 2009
WORK PROFILE
· Recruitment & Training of financial advisors. Processed background checks and expedited preparation and compliance of PF / ESI accreditions

· Achieve goals /target specifics through the recruited advisors. Develop sales plan for each relationship. 

· Conducting meetings and seminars on behalf of the company.

· Carrying out relationship activities for high-ended clients.

· Ensure good communication & quality of service standards are set throughout the sales channel.

· Monitored employee files on monthly compliance requirements 

​​​​​​​​​​​​​​​​​​​​​​​​​​​​_________________________________________________________________________________

Organization
:
Awaz Communications [Airtel Distributor]
Designation
:
Admin & Account Executive

 Period
:
From November 2006 to Oct  2008

WORK PROFILE 

· Scrutiny of Application form, KYC verification & data entry on receipt of bills.

· Reconciliation of Cash & Bank transactions and including responsibility of monthly closure of accounts with trail balance.

· Processing of customer service queries & needs.

· General and administration expenses accounting and procedures.

· Verification and payment of Invoice credit & accounting of final bills.

· Ensuring audit trail and processes. Carried out various audit checks to ensure that the correct procedures have been carried out and to identify any training requirements.

· Identifying and plugging cost escalations.

.

Academic Record

	Certificate/Degree


	College, University/Location,
	Marks (in %)
	Year of Passing

	Bachelor's Degree in Commerce
	University Of Calicut


	48%
	2006



	Tally 7.2 & Master                                           In software Engineering              

	G-Tech Computer    Education & Information Technology
	-
	2006-2007


Computer Proficiency

	Platforms worked on


	Finacle, Cashin, Kapiti,
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OTHER INFORMATION
· Languages known
:    English, Hindi, Malayalam.

· Interests and Hobbies

 
:    Music, Driving.

· Total Experience
:
5 Years 2 Months 

Declaration:

  I hereby certify that the foregoing information is correct to best of my knowledge and belief.
Place: Ottapalam

Date :
 08/06/16





            ANITHA
