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Skills & abilities

· Ability to interact with different People from Different Background.

· Ability To Work With A Team

· Ability And Willingness To Take Up A Responsibility In Areas Other Than Specified Goals And Objectives

· Self motivated and resourceful.

Personal profile

Date of Birth 


: 5th September 1986

Gender 


: Female

Marital Status


: Married

Nationality


: Indian


Languages Known

: English, Hindi, and Marathi

Visa                                        : Residence

Academic qualification:-

· MBA in Finance with First class from Sikkim Manipal University

· Post Graduate Diploma in Business Management (PGDBM) with First class from Wellingkar Institute of Management
· Third Year Bachelor Of Commerce In Banking And Insurance (T.Y.BCBI) Passed With First Class From Mulund College Of Commerce Of Mumbai University

· Higher Secondary Certificate (H.S.C) With Second Class From K.B. College Of Maharashtra Board

· Secondary School Certificate (S.S.C) With Second Class From Thane Ved Vidyalaya Of Maharashtra Board

Technical skills:

Basic Knowledge of Computer: Tally 7.2, Tally Erp-9, Ms-Word, Ms-Excel (Vlookup, Hlookup) PowerPoint, Internet.

Academic Projects:

· MBA (Finance Project) : Dematerlization “Scope & effects

· Banking and Insurance Projects 6the Semester: “Women and Joint life Insurance Policy”.

· Banking and Insurance Projects 6the Semester: “Technology in banking sector”

Work experience:-

Leading Company .

Working with Leading Companytd. As a “Account Executive” from 22nd February 2010 onwards. 

Job Responsibility 

1. Working with Internal auditor of the company for the preparation of Annual report of the company

2. Preparing Interest received and interest paid working

3. Preparing all the loans and advances confirmation

4. Cross Verification of TDS file whether the Payment has being done or not.

5. Preparing Cess Report.

6. Journal entry for all the purchase bill

7. Reconciliation 

8. Preparing petty Cash Book

9. Keeping a Track of all the Materials Received during the Month in the respected site.

10. Preparing details for Scrutiny purpose.

11. Recruiting candidate for the interview depending upon the requirement.

12. Preparing PF working for the entire site.

13. Preparing Interest received working as per tally

HDFC Standard Life Insurance Company

Worked With HDFC Standard Life Insurance Company from 1st Jan 2009 to 22nd April 2009.

Job responsibilities

1. Helping to all the Channel Development Manager and Channel Development Executive to fill up the IRDA Agency Application and requirement of document for the same.

2. Marinating Data for all the candidates who were selected by the Channel Development Manager and Channel Development Executive.

3. Follow up with Training Institute for arranging the Training Slots (Seat No.) for all the candidates who were selected by Channel Development Manager and Channel Development Executive for the IRDA Insurance Agent.

4. Keeping a Track with IRDA whether they have cleared their Exam or Not.

5. Follow up with the concern team for their Letter of Credit to Scheduled the Exams.

6. Follow up with concern department to get their License for the Policy.

ICICI Securities Ltd

Worked With ICICI Securities Ltd, as a Customer Service Executive From 1st June 2007 to 1st Jan 2009.

Job responsibilities

Handling the customer queries which are raised by call center and another concerned center all over the India through finacle customer relationship management (FCRM) and solving the cases from back end with co-ordination form different branches and related centers. Job related to bellow mentioned profiles.

1. Resolving query of account Opening through FCRM (Finacle Customer Relationship Management. 

2. Resolving Re-Execution query of Account Opening Form trough FRM and E- mail…

3. Coordinating with Concern team for Activation of Customer Trading Account. Through System.

4. Providing Training to the New Joiners for resolving query.

5. Preparing  MIS report on daily basis for all the SR which was not closed by the concerned team after TAT 

6. Coordinating with Regional manager and Territory Manager for closing the SR within TAT.

7. Resolving Query related to Schemes which was provided to the customer.

All above information furnished are herby given true to best of my knowledge. I understand that in the event of any information being found false or incorrect my candidature is liable to be cancelled or terminated

[image: image2.png]



