Curriculum Vitae
VEENA 

“To  be  a  part  of  a  company  where  I  can  contribute  my  skills  &  knowledge  gained  Through  Education  and  where  I  will  have  an  opportunity  to  gain  practical  knowledge And Experience  to  contribute  for  company’s  success.”

	Name
	VEENA 
	                     [image: image1.png]




	Nationality
	Indian
	

	Date of Birth
	08-AUG-1993
	

	Contact Details
	Email: veena.379388@2freemail.com 
C/o-Phone: +971506425478


Profile Snapshot

· Worked as sales Executive in installment loan department at HDFC Bank Pvt Ltd, Bangalore for six months.
· Worked as sales officer in Business Working Capital at HDFC Bank Pvt Ltd, Bangalore for seven months                                                                                                                                                                                                                                 

· Worked as credit card documentation department at SBI Bank Bangalore. 
· Worked as sales executive in sales department at Supreme Bajaj Mangalore

Education Qualification:

· BA (2012 -2015) in O.E.S  from   St. Agnes College At Mangalore  with First Class.

· PUC (2009-2012) in Carmel convent  Pu College Mangalore with First Class
· SSLC Carmel convent  high school Mangalore with First Class

Technical knowledge and  Skills:
· Proficient in Microsoft Office applications, and have knowledge of a variety of computer software applications in word processing, spreadsheets, database and presentation software (MSWord, Excel, Access, PowerPoint) and Tally.

· Banking software – SAP, LS, CRM, LS-Bits and MIS Updation.
Work Experience:
· Company Name
: HDFC Bank Pvt Ltd,Bangalore.
        Designation

: Sales Executive in installment loan department
From


: August 2015– Feb 2016
· Company Name         
: HDFC Bank Pvt Ltd,Bangalore.

Designation

: Sales Officer
From


: March 2016 - Sept 2016

· Company Name         
: SBI Bank Bangalore.
Designation

: Credit Card Document Controller    
From


: Nov 2016 - Feb 2017

· Company Name         
: Supreme Bajaj.
Designation

: Sales Executive   
From


: April 2017 - November 2017.

Key Competencies
· Communication skills

· Data gathering and analysis

· Problem analysis and problem solving

· Team player
Roles and Responsibilities

· I was responsible for generate various meeting reports using EXCEL functions.
· To adding purchase details, credit notes. In our company software.

· Stock checking once in a month. . 

· Troubleshooting potential problems.

· Handling inquiries related to a new client.

· Co-signing for securities transfer.

· Identifying investment objectives.

·  Informing the customer of tax implications for each investment.
· Meeting regulatory compliance standards.
· Manage customers as well as sales executives outstanding details. 

· Generating data filling formats.

· Preparing sanction letter 

· Checking and Responding  daily company mails

· Reception Duties : answering incoming phone calls and assisting customers with one based Inquiries.
· Compiled and maintained records of business transactions and office activities of establishment, performing variety of following and similar clerical duties and utilizing knowledge of systems.
Declaration: I hereby declare that the above furnished details are true with proven records.
