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Career objectives:-
To secure a challenging  position in a company where my skills, studies, experience and my hard work utilize to contribute to the company’s success and thereby enhance my potentials and professional development.

Academic Qualification:-
· Master of Business Administration (Finance & Hr) 2008 - 2010.(Anna University - India)

Personal Attributes:-

· Self-disciplined and goal focused with strong organizational and entrepreneurial skills.

· Multi-tasking skills with an ability to perform and deliver under pressure situations.

· Able to lead the Admin dept independently & Good time manager with strong strategizing skills.

· Ability to adapt the changing work environment and cultures with ease.

· Quick and keen learner with an ability to imbibe new knowledge with ease.

· Proven leadership skills with an ability to effectively handle a large team.

· Excellent communication and interpersonal skills.

Work Experience:-

STANDARD CHARTERED BANK (DUBAI-UAE)

Position Held  : Operation Assistant.(Cash Management Operation)
Duration         :  June – 2014 – Present.

Job Description:

To handle the ICCS Clearing process and ensure that all clearing inward/outward activities are performed and reconciled as per ICCS process in line  with Central Bank guidelines, policies and procedures, within the standard TAT ensure 100% accuracy and adherence to internal control.

Duties and Responsibilities:-

· Working with ICCS system (image cheque clearing system)

· Physically reconciliation of cheque and maintaining complete reconciliation reports on daily and monthly basis.

· Verifying signature and verifying technical of cheque.

· Excess report rechecking pagewise.

· Preparation of ICCS inward clearing duplicate report and inward clearing fictitious or fraudulent item.

· Updating call back file, dormant file and return report.

· Monitoring of all authorised batches and downloading if returns batch into ICCS, generation if returns report from ICCS.

· Checking the indemnity file.

· Checking the CSA batches.

· Marking good faith and undelivered letter updating in excel.

· Knowledge about collection cheque process and securities cheque.

· Perform all other duties assigned by the Unit head.

STX HEAVY INDUSTRIES CO LTD, ALKHOBAR (SAUDI ARABIA)

SAUDI ARAMCO RIYADH REFINERY PROJECT 

Position Held:  Administration Assitant.

Duration       :  July 2012 – August 2013. (1 year &1 month)

Duties and Responsibilities: -

· Provide payroll information by collecting time, attendance report and assist payroll preparation.

· Preparation of temporary access and permanent access to site.

· Managed a budget allocated to office supplies.

· Assisted accounts department to ensure accurate and timely payment of vendor invoices.

· Welcome new employees to the organization by conduction the orientation.

· Organize as well as coordinated office and stationary supplies including all needed employees.

· Maintain employee information by entering and updating employment and employee status.

· Schedules conferences by reserving facilities at local hotels and restaurants.

· Prepared leave policy of employees.

· Provide secretarial support like answering calls and maintaining equipment and supplies.

Computer Skills: 
· Hardware & Software
· MS office

· Powerpoint

· Internet knowledge

Languages Known:  English, Malayalam, Hindi, Tamil

Hobbies:-
Observing the people around me, watching news, playing Cricket& Football.

Personal Details:-

Gender                 
  
  : Male

Nationality             
 
  : Indian

Marital Status         
  
  : Single

Visa Status            

  : Employment

I hereby declare that the above furnished details are true to the best of my knowledge and belief.
Place: Dubai
