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Objective
I am a dynamic, adaptable and result oriented individual seeking to have a successful career, also with my analytical skills and experience I wish to contribute immensely towards the growth of the organization.
Skills
· Self-motivated and extremely patient individual.
· Fluency in English. Good presentation skills.

· Ability to work under immense stress and pressure 
· Excellent reporting skills. 
· Quick learner and adaptable/flexible to any situation.

· Knowledge of Microsoft Office
Professional Education

· Graduated as Bachelor of Commerce with distinction - (Aggregate percentage 76 %) from Mahajana First Grade College-Mysore. - This is affiliated to Mysore University. (2006 – 2009)
Professional Experience
· Worked with Deutsche Bank with Client Onboarding team and also was a part of the business division – Global Finance and Foreign Exchange Operations where I was working as a Process Supervisor with Foreign Exchange and Money Markets Settlements team.
· Worked with Desert Group, Dubai as a Customer Care Representative for trading division.
· Having 4.8 years of professional experience.
A. Admin Assistant / Secretary (Trading - Desert Group, Dubai) 

(05/14 – 01/15)
· Receiving and recording prospective customer enquiries, queries and complaints either via mail or telephone. Maintaining customer database by accurately capturing data in the system.
· Diverting the enquiries to the respective department.

· Follow up with the sales person on unattended enquiries.

· Ensure timely submission of tenders.

· Assist customers effectively by solving customer disputes.
· Operational tasks such as invoicing and delivery order (local & overseas).
· Supply chain management task such as, placing the order, follow up with the suppliers to get goods within the stipulated time period, using computer software. 
· Preparing MIS reports to the company's management team. 
· Preparing MOM and distributing to the department and the General Manager

· Assisting general manager by booking flight tickets, hotel rooms etc

.

B. Process Supervisor (Client Onboarding :  Deutsche Bank, India)
(11/12 – 11/13)

The individual will work closely with clients and middle offices, sales, traders. The team facilitates the maintenance of client static data within the framework of the compliance requirements for foreign exchange and money markets division. The group primarily manages the accuracy of static data for new and existing clients through communication from onshore team and internal business units. As a member of Client Onboarding, the individual will be instrumental in improving the efficiency and accuracy.
· Receive or make calls to clients, directly or indirectly.

· Maintaining Static Data using GDS (Geld und Devisensystem), Kondor +. Open, amend & update account of clients, build Standard Settlement Instructions and Confirmations.
· Processing the requests from CTS for opening new accounts of external clients 

· Have four eye control on the daily account opening requests which helps minimize errors in processing. 
· Complete the given task within the provided TAT

· Update/Review all procedural changes in KOPs/DTPs within agreed timelines. 
· Follow up with the respective departments for opening of accounts pending with them

· Coordinate and prioritize multiple tasks and projects in order to ensure accurate and timely delivery of service.
C. Analyst (FX/ MM  Settlements Operations – Deutsche Bank)
 (03/10 – 10/12)

· Monitoring of queues, payment release and execute manual payment (MT 101, MT202, MT103) for Foreign Exchange and Money Market products of Frankfurt branch.

· Requesting for missing payment instruction (SSI) by interacting with front office, Corporate Treasury Sales and Client Onboarding Team

· Successfully releasing over 250-400 deals on daily basis (within cutoff time) and ensuring that all deals are released from the queue by the end of the day

· The team would also liaise with various departments within the bank on pre settlement date and post settlement item (trade fails).

· Training new personnel on investment banking & pre-settlement procedure and participating in development/revision of settlement procedure, project planning, allocation of responsibilities within the team

  Project
· Automation tool as an MS Excel Macro was developed which will read the inputs in input text boxes and set up the SSI in the GDS application, resulting in 1 FTE save.
· Automation tool as an MS Excel Macro was developed to run a report called DMS consisting of amendments of address and SSIs. 

Achievements:
Reward by Business Engineering Team for reduction in 1 FTE

Leisure Activities
· Passionate for dancing, reading books and playing badminton.
Personal Details
· DOB: 09th April 1988
· Other Languages: Hindi, Kannada.
I, hereby declare that the above information provided by me is true to the best of my knowledge
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