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OBJECTIVE:
To seek a good and challenging job to make best use of my knowledge and skills and also to become asset of an organization
WORK EXPERIENCE
1. Presently working for Advertising & Marketing Consultatnts as a Junior Accountatnt (April 2012 to till date)

Roles &  Responsibilities:
· Entering the Booking Oreders received from Media Department

· Keeping record of Voucher copies

· Checking the cost of Media Plans

· Preparing invoices & maintain records of invoices and creditors' payments
· Preparation of accounts payable & receivables, purchase orders, and petty cash
· Processing cheques & maintain filing 
· Data entry
2. Worked for GEOJIT BNP PARIBAS FINANCIAL SERVICES LIMITED as back office executive (1st December 2010- 31st January 2012)

Roles &  Responsibilities:

· Managing and Handling the querries of walk in clients.
· Managing and Keeping up to date records of Stamp Papers
· Followup of mails to Risk Department (Debit List)
· Follow up of mails to HO & RO and revert on time
· Mainataing all types of Files & Registers(Payout Register,Inward Register, etc)
· Stocking all types of inventeries
· Filling & entering the client’s form in the Back office system
· Follow up of Leads and Client acquisition & activation
· Cross selling of other products & services and building depth within the existing relationships
· Timely pay in and pay out.
· Cash Management(Cash general, petty cash etc.)
· Ensuring the timely payment of bills keeping records of all payments made and reconsilation of accounts.
· Taking necessary industry certifications & getting them validated on expiry
· Attending training & implementing it in a best possible manner 
3. Worked for MANAPPURAM GENERAL FINANCE AND LEASING LIMITED BANGALORE as Junior Officer. (JUNE 2009-JANUARY 2010)

Role & Responsibilities:-  
· To Ensure targets for Gold Loan, Deposits,Money Transfer, Loan transfer Products are met, thereby ensuring achievement of branch level targets.

· To Keep track of outstanding and overdue loans /payements and follow up with the concerned customers on repayment

· To Ensure that cashbook is properly maintained and updated

· To Prepare daily transaction list,trial balance ,error report,cash account details.

Educational Qualification:

Post Graduation (2007-09)

Masters in Business Administration(MBA) at the Department of Business Administration, Mangalore University.

Specialization: Finance

Aggregate Marks: 67 %

Graduation (2004-07)

Bachelor of Commerce from St. Mary’s College, Shirva, Udupi District affiliated to Mangalore University.

Specialization: Costing and Business Taxation

Aggregate Marks: 72%

Additional Qualification

NSE Certification in Financial Management (Dealers Module)

NSDL Depository Operations Module

MS-WINDOWS, MS-WORD, MS-EXCEL, MS-POWER POINT, Tally 9.0

Personal Details

	Date of Birth
	:
	07.05.1987

	Nationality
	:
	Indian

	Marital Status
	:
	Married

	Languages Known
	:
	English, Hindi, Kannada & Konkani

	
	
	

	
	
	


Passport Details

Place of Issue – Bangalore, India

