Cynthia 
E-mail: cynthia.84614@2freemail.com  DOB:- 02.07.75
Career Objective: To strive for perennial excellence in banking and to undertake a career in an environment that provides scope for challenges, initiative and self-fulfillment.

Work Experience:

National Bank of Dubai, PJSC – Dubai, U.A.E.


             Sept ‘05 – till Date 
Treasury Settlement Assistant - FX Customer & Equity Desk

a) FX Customer Desk: 

Customer FX deals settlement (value date).  Monitoring and preparing daily FX Limit Excess reports. Obtaining O/D approvals for customer trades from corporate banking/credit departments.  Printing, checking and dispatching daily customer confirmation letters.  Filing of forward FX deal (daily) (includes both inter-bank and customer deals).  Customer FX deals confirmation matching and any related follow-up Preparing weekly unconfirmed customer deal report for Front Office.  Updating customer Indemnity List.  Maintaining customer limit advices

b) Equity Desk 
Equity Deal Processing (GCC & Non GCC). This includes input of equity deals in MS-Access, generation of vouchers and swift messages, input in internal equity sheets.   Resolving any equity related reconciliation or settlement issues.  Daily Mark-Market Equity Trading/AFS Valuation (GCC & Non GCC) and comparison with dealers’ blotter.   Daily Equity P/L and Position Blotter Reconciliation.   Monthly Equity Tasks -custodian recon (Euro-clear, DFM and ADSM), MIS reports, Corporate Action, tracing and passing safe custody fees and month end reporting 

c) Generic Tasks
FX 7015, MM 7015, AUD 003, TR4001NBD, TR 4002 (FX, MM, SEC Override Report), TR5000.  Reviewing and preparing Direct and Indirect Limit Exposure report.  Reuters Deal Logbook Check, Voucher Posting, Manual Message preparation & General department filing (miscellaneous filing).  EOD MM/FX Balancing FNS.  Updating Rollover/ Uplift Spreadsheet for customers

Bank of Bahrain & Kuwait B. S. C. – Mumbai, India                                   Dec ‘98 to Jun ’05  
1. Executive Assistant – Treasury Services (Back Office) – Jan ’03 to Jun ‘05
a) Processing of deals & Settlement of deals: Check deals for correctness. Prepare vouchers and obtain deal confirmation. Obtain net Forex position for the day from CCIL and send swift payment where applicable and make payments on RTGS and check receipts. Monitor RBI/RTGS balance on scratchpad and tally with dealers. Obtain Citibank Statements and check for correctness of FX Settlements. 
b) Preparation of returns & Control function & Accounting and book keeping: Prepare daily, weekly, fortnightly/monthly returns to RBI, HO and MIS to Branch Management & R Returns.  Tally FX. Position with front office and FINACLE. Ensure dealers adhere to exposure limits for counter parties. Exceptions are reported to the Management and approval obtained.  Proofing as of month end given.  Prepare and preserve records in all transactions for scrutiny. Pass accounting entries to account for all deals and revalue the FX. Position at month end to arrive at profit / loss. Reconcile the book balance with that of RBI. Accrue income / expense in respect of non-matured deals.
2. Executive Assistant – Customer Services – Jun ’01 to Jan ‘03
a) Customer Service: Assist customers by answering queries and providing necessary information on Bank’s products. Processing of cheques and other negotiable instruments. Process all the cheques received form customers, follow-up with Banks for outstanding items. Transaction handling. Scrutiny, verification and preparation of relevant documents and vouchers for transactions and ensure accurate recording. Passing accurate transactions in the customers’ account(s). Processing transactions into dormant account operations. Opening of different types of Fixed Deposit accounts, recurring accounts etc. Handling of various administrative functions. Processing Fixed Deposits- Premature withdrawals, booking of new Fixed Deposits, Recurring Deposits, Opening of New Savings Account, Current accounts, New Loans (Customer/Staff) etc. Handling of Remittance Department. Voucher Postings. Issuance of drafts, bankers’ cheques. Handling customer queries, funding correspondent banks for drafts issued on their locations. Direct communication with overseas customers.
b) Remittances / Collection Management: Handle remittances transactions promptly as per Bank’s/RBI procedure and record all the transactions in the appropriate registers. Follow-up with Banks for outstanding items. 
c) Transaction handling: Scrutinize, verify and prepare relevant documents and vouchers for transactions and ensure accurate recording.  Recover correct charges from the customers and record in the appropriate books.
d) Opening/Handling of accounts: Opening of all types of resident accounts. Recording of nomination and advising to customers. Verification of account opening forms. Issuance of cheque books. Handling payments, premature closure and remittances. Renewal of deposits. Follow up of collection documents outstanding regularly and any transaction held pending for details. Ensure correct transaction entry and balancing of books.
e) Other activities: Any other work entrusted within /outside the department. 

3. Secretary – Manager Operations & Administration - Dec ‘98 to June’01 

Carrying out typing and filing of documents, correspondence etc. and maintaining the computerized version of the same as required in an efficient and easily retrievable manner. Preparing and maintaining schedules and agendas for meetings and appointments. Accepting incoming calls, passing on messages and following up on appointments of various matters. Providing efficient support and liaison on general administration and issues such as stationery, supplies, housekeeping etc. Maintaining confidentiality of all official matters and documents related to the department. Liaise with various contracting agencies retained by the Bank and arrange for proper and timely maintenance of the Bank’s equipment, premises etc.  Streamlining all the service contracts. Processing of various bills. Booking of assets, preparing of bin cards, segregating and filing cards according to the position of the assets. Issuing of TDS certificates and submission of Income Tax Returns on the scheduled dates. Relieving the receptionist and taking up the reception desk incase required. Sending and receiving telexes. 
American Express Bank                                                                                          Sept ‘98 – Dec ‘98

Secretary – HR Manager 

Job profile:
Carry out typing and filing of documents, correspondence etc and maintain computerized version as required in an efficient and easily retrievable manner. Prepare and maintain schedules and agenda for meeting and appointments. Answering incoming calls, passing on messages and follow up on appointments. Collecting the necessary details and information on training programs conducted by various institutions and arranging for sending the staff for the training at various places. To handle entire administration work and organization functioning with various meetings and seminars.

Citibank                                                                                                                        Jun ’98 - Sep ‘98

Banking Assistant

Job profile:
Carry out typing and filing of documents, correspondence etc and maintain computerized version as required in an efficient and easily retrievable manner. Prepare and maintain Schedules. Updating of files received from the shipping companies regarding the remittances and checking that all the documents appear in the file required for remittances. Filling of A2 forms.

Hongkong & Shanghai Bank Corporation Limited                                             Mar’98 to Jun’98

Banking Assistant

Job profile:

Shares and debentures issues, handled individuals shares /debentures, govt. securities lodgments withdrawals from safe custody. Maintenance of various ledgers and registers with customer interface. Checking for completeness of Transfer deeds by the shareholders and that the shares bear the proper information required. Arranging for the Pay-in and the Pay – out. 

Basic Education:

Bachelor of Commerce University of Mumbai  -> 1997

Gokhale’s College of Commerce and Economics, Mumbai.

Higher Secondary Certificate Maharashtra State Board  -> 1994 

Gokhale’s College of Commerce and Economics, Mumbai.

Secondary School Certificate Maharashtra State Board -> 1992 

St. George’s High School, Mumbai.

Professional Qualifications:

a) Personal Secretary’s Diploma Course from Davar’s College of Commerce.
b) Basics in MS Office & Computers 

Languages Known:  English, Hindi, Marathi, Konkani 


Hobbies and Interest: Singing, Reading

References: Will be provided on request.
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