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Disha

Administration / Operations / Customer Service 

Professional with having 3 years of experience in Investment Banking Operations with

WORK EXPERIENCE

Operations Analyst (Operations Support) - Manager Citi Bank Private Limited.

04/2021- 08/2021

Responsibilities:
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· Process client requests to onboard and maintain their information in our CRM to assure that the standard operating procedures are met and manage research access across our proprietary distribution channels and other vendor partners based on predefined eligibility criteria
· Understand and process research entitlement and model requests received and send them to the intended recipients in a timely and accurate manner. Be able to deal with critical and urgent requests in a swift and efficient manner
· Process research access request across our proprietary distribution channels and other vendor partners based on predefined eligibility criteria
· Handle any escalations from the broader team and liaise with clients or various other businesses to provide quick solutions
· Respond to ad-hoc requests or queries.
· Perform regular testing of business controls, use judgment to categorize results based on materiality and package up the data, methodology and test results in a form accessible to a third party
· Process research access request across our proprietary distribution channels and other vendor partners based on predefined eligibility criteria
· Work on the assigned adhoc, bulk request and maintain the client information to assure that the standard operating procedures (SOP) are met
· Independently work on the assign requests, projects and drive forward with minimal or no supervision
Financial Analyst (Associate)
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•

State Street Syntel Private Limited

02/2020 – 03/2021

Responsibilities:
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· Identify all the Income breaks for the day & resolve the same before the agreed deadline.
· Track all the outstanding breaks & follow a proper follow up with the relevant custodian & appropriate party to clear the break without any delay.
· Identify all new corporate actions being announced and set up files where appropriate. Review incoming SWIFT messages from Custodians, diaries and/or act upon urgent files.
· Identify updates to existing corporate actions, amend files and advice the Fund manager if necessary, depending on the event type and with required amendments.
· Investigate and resolve queries from other teams, offices and External parties. These include but not limited to, reconciliation breaks from client reporting team, clarification of corporate action information, completing additional documentation etc.
· Ensure dividends and coupon payments received from the Custodian are accurate and process on internal systems. Query any discrepancies and outstanding payment with appropriate party.
· Ensuring existing procedures are kept up-to-date with changing processes.
· Monitoring group email box to ensure queries are resolved as soon as possible.


Financial Data Analyst (Associate)

Capgemini India Private Limited

02/2018 – 07/2019

Responsibilities:


· Worked on various financial instruments and opening counterparty’s account using ISIN and all economic and non- economic details of client’s trade and update the same on client’s system which provide support to the counter parties at the time of settlement.
· Worked on various operation reports like utilization, member satisfaction, forecast along with learning & development
· Tracking the workflow given from the Client’s and allocating the same within Team (Team Handling).
•
Collection, analysis, verification, distribution of securities pricing
data.

· Maintain client data within the reference database by setting up new securities, updating amendments, data update within specified time limit.
· Conducting root cause analysis on data issues/queries and Identifying and processing of data.
•
Conduct quality checks of data processed
by another  team member.

· Understand and setup securities using various sources such Base prospectus, Basic source, Bloomberg provided by various investment banks and financial institutions.
	SKILLS
	
	

	
	
	Reference Data Management
	Research

	Data Analysis
	
	

	
	
	
	Access

	Microsoft Office
	Reconciliation
	



EDUCATION

MASTERS IN MANAGEMENT STUDIES (MMS)

(FINANCE)

Pillai’s Institute of Management Studies And Research
BACHELOR OF MANAGEMENT STUDIES (BMS) South Indian College Of Arts, Science And Commerce (Nerul)
ACHIEVEMENTS

· I was been awarded as outstanding performer in the Research Access Team in Citi Bank Private Limited.
· I have been awarded as Best Performer among Reconciliation Team in Corporate Action-State Street Syntel.
· I have been awarded as outstanding performer and Consistent performerin Six Financials Project.
· I had participated and was selected in State Level in CTC (CorporateTalent Championship) Finale in Singing Competition.
· Students’ representative at PIMSR Finance Department (Student Council).
· Participated as Volunteer in Community welfare event named “UBERANG”of PIMSR campus.
· Participated Indian Idol Audition Mumbai and was selected among Top 150 participants.
PERSONAL INFORMATION:



LANGUAGES


English

Full Professional

Proficiency

Marathi

Full Professional

Proficiency

INTERESTS


Singing
Cooking



Hindi

Full Professional Proficiency

Nationality: Indian
Birth Date :  07.08.1993
Marital Status: Married
Visa Status Visit Visa

E-mail Address: disha-402764@2freemail.com 
Computer Skills: Excellent Microsoft Excel, Word and PowerPoint knowledge 
Reference: Mr. Anup P Bhatia, HR Consultant, GulfJobSeeker.com


      freecv@gulfjobseeker.com   0504753686
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HR CONSULTANT WhatsApp +971504753686 / +971505657275

Human Resource, Management, Market Research & IT Consultancy.
Web Portal | Public Networking Service | Digital Marketing | Web Design

Job Posting | Recruitment | Website Design | Digital &-Marketing | 150 Certification
CV Writing | CV Distribution | CV Highlight | Video CV | Certificate Attestation | Visit Visa

Guif Business Offer NRI Fund Advisor

Equly Resacrch - MutuolFunds - Insuronca - Loons

enerating Proftable Leads by Networking
ieferes i

SecondHandBuySell.com
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First Impression Professional Services
Office No 203, Shree Balaj Helghts, C.G. Road,
Ahmedabad, Gujarat, India

First Impression Management Consultancy.
Post Box No 44062, Dubal
United Arab Emirates





