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	I intend to build a career with a reputed and progressing Organization with committed and dedicated people where I can utilize my skills both for the company and myself through full delivery of genuine service and dedication to any assigned task and responsibilities. 

	

	
	
	
	
	

	
	Experience
	
	Office Executive
	

	
	
	
	For Your Needs Financial Services (P) Ltd
Delhi
	
	

	
	
	
	· Calling Customers regarding for Loan and Credit Cards.

· Dealing Customers with best services and having an in-depth knowledge of the different types of Loans. 

· Ensuring and Motivating Customers with safety and trust.

· Interacting with Best communication skills.

· Analyzed the results and recorded the fluctuations in the computed values as compared to the standard values.

· Accepting requests for making Credit card and Loan.

· Requesting Financial Position of customers with Material proof like Bank statements and Identity proofs.

· Verifying Documents, Data processing, and Document handling.
· Organize it for analysis as per the SOP (standard operating procedure).

· Formatted Excel Sheet Pattern (enroll Documents) uploaded to the system with generated Id number.
· Mailed the analysis results with personal comments to higher authority for further processing.
· Handling Customer quarry call soul the issue.
· Updated the standard formulae and templates by monitoring the periodic modifications in the Government policy for the Loan sector.

· Maintained the daily transactions data in the MS excel sheets.

· Handling Government policy to Data entry.

· Entering Data for the same as per system.

· Phase -1/2/3 handling with Data entered.

· Forwarding and getting approvals from Bank manager.
· Prepared daily / weekly reports for different departments as per their standard formats.

· Answered to the daily query / mails by Customers, following the SOP.

· Mailed the head office and other area offices for co-ordination in the processes.

· Updated the report formats as per the instructions from the higher management.


	Oct 2013-Dec 2013


	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	

	
	Technical Skills
	
	Office Packages:
Microsoft Word
Microsoft Excel
Microsoft PowerPoint
Microsoft Outlook
IT and Graphic:

Adobe Photoshop

Email
Opera


	



                       Education
                                                         Bachelor of Commerce 

                                                     Delhi University, INDIA




         Course Completed – JUNE 2017





         Certification: Delhi University

                                                    Higher Secondary School 




         Our Own Indian School, Dubai




         Board: CBSE


 Professional Skills 



· Strong Analytical abilities, financial skills, communication skills.

· Excellent customer service skills and commercial awareness.

· Good exposure to the Back Office Profile with work experience in the field of Loans, Finance and Banking.

· Self-disciplined, intelligent, responsible and presentable.

· Supervised a team of 5 employees and was able to motivate and direct others.

· Good at processing accounting entries and Finalization of accounts.

· Maintains effective performance under pressure.

· Self-directed with high degree of self-motivation.

· Adapts successfully to changing situations, environments and technology.

· Good comprehension skills with a typing Speed of 30 WPM.
· Managing time effectively, prioritizing tasks and able to work diplomatically.

· Flexible with Rotational Shifts.

    Personal Information 

Gender: Male

Marital Status: Single

Religion: Hindu

Date of Birth: 27.08.1991

Nationality: India

Languages:  English, Malayalam, Hindi, Tamil, Arabic (Beginner)
Sept 2014 – Nov 2015








