	             Amrita  Email: amrita.208144@2freemail.com
              Objective.
        Dubai, UAE.                                                  
                                                                    My goal is to be associated with the                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        

                                                                    company where I can utilize my skills and
                                                        gain further experience while enhancing the
company’s productivity and reputation.
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· Education and Training:
                Professional Trading Certificate                                                                                   October 2013                               
         NISM Series: VII- Securities Operations and Risk Management
             Certificate, India. (Scored 69%) 
                Post Graduate Diploma in Business Administration-Finance                                                   2010 - 2012
                Symbiosis (SCDL) Pune, India.  (A+ grade with 73%)                                           
               Bachelor of Commerce- Advance Accountancy                                                          2007 – 2010
                 Somlalit (SLCC) Gujarat University, India.  (Scored 65%)
                Higher Secondary Certificate- Commerce                                                                   June 2007
               Nelson School Gujarat University, India. (Scored 76%)
             Senior Secondary Certificate                                                                                        June 2005
              Nelson School Gujarat University, India. (Scored 81%)
· Work Experience:
Kotak Securities Limited                                                                            Ahmedabad, India
Online Trading Associate                                                                           July 2013 – Jan, 2014
Responsibilities:
· Trading on live terminals for Clients interested in investing in Capital Markets that is NSE, BSE.
· Advising the clients in investing in different other financial instruments like Mutual Funds, Equity, Derivatives (Currency and Equity), IPO’s, FPO’s, SIP, Auto-Invest, NCD’s and Bonds.
· Guiding the clients in trading Online and briefing them about the market status and also with the Investment recommendations given by the Technical & Fundamental Analysts.
·  Following up with the strong Backend team if necessary and ensuring that accurate and Up to date information is communicated with the clients.
· Responding to all the Customer queries and ensuring, as far as possible, that complaints and concerns are attended to speedily and satisfactorily.
· Cross- Selling of the Banking products as per Management Call.
· Coordinating with different departments, Branches all over India and various AMC’s if necessary to ensure clients have a hassle free trading experience.
· Conducting any communication with the clients, higher authority and all my company staff in a professional and courteous manner.
Effective Teleservices Private Limited.                                                      Gandhinagar, India
             Tele Sales Representative                                                                            July 2010- Dec 2010
             Responsibilities:
· Handling various inbound U.S. processes simultaneously and ensuring qualitative work.
· A Target based sales process with necessary follow up.
· Responding to customer inquiries.
· Identify and escalate priority issues.
Aegis Limited                                                                                              Ahmedabad, India.

Executive- Operations                                                                             April 2009-August 2009

Responsibilities:
· Assisting all the customers with functional queries and research assistance to display the highest standards of service at all times 
· Addressing inquiries and resolving complaints. 
· Client retention  through strong customer focus and attention, track progress on outstanding incidents



· Projects, Skills and Abilities:
· Worked on the project of E-Commerce in a team of four in 2010 during Graduation
· Worked on the project of analyzing the International FOREX Market and prepared a report on Technical and Fundamental analysis based on the changes taking place in the live market.
· Good Adaptability of windows related to various software and various applications including Microsoft Office Programs.
· Verbal and written Communication.
·  Client and partner hospitality.
· Tolerant and flexible to different situations.
· Professional, Confident with a “CAN DO IT ATTITUDE”
· Self motivated, Innovative, Dedicated, Hard-working Individual.
· Good Interpersonal and Analytical Skills.
· Extra Curriculum Activities And Achievements
· Achieved Certificates  in Painting and Teaching at School and College
· Was an active member in cultural activities; coordinated various events.
· Successfully choreographed a traditional dance in a team for traditional day and for Annual function at School for which were rewarded.
· Interested in Sports, Dancing &Listening music.
· Was an active member of N.C.C. (National Cadet Corp).
· Personal Snippets:
                D.O.B:                                 19 September 1989- Secunderabad, India.
             Nationality:                           Indian
             Gender:                                Female
             Marital Status:                      Single
             Driving License:                    Indian License
             Visa Status:                           Visit Visa (valid till 1st April, 2014)
           Expected salary                 5000
