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CV No: 1302204
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
Results-oriented, consistently meeting and exceeding company targets and objectives, coupled with an outstanding performance record for positively affectingbottom-line results. Built and maintained a solid network of clients through excellent people and relationship building skills.
	Education


Company Secretary (Inter) completed from ICSI.

2006, Passed in First Class- Bachelor of Commerce from Sai College for Women, Bangalore University.

PUC (10+2) First Class from University of Mysore.

	IT Knowledge


MS Office
  : Expert in Using MS Word, MS Excel and MS Power Point and Outlook.

Hands on Experience 
        : Business Objects, Fiserv, Oracle,SFDC, Myvmware,Admin portal,                                                                       
SAP,Enlighta,Citrix,Talisma&Clients share point

Training Undergone

· Undergone Professional training for 2 months on Team Management, e-mail etiquettes & Organizational Behaviour, 

· Undergone Professional training for 1 month on MS Office and Outlook from ISGN, Pvt Ltd.
· Attended the Time Management Concept in Office Job and Working Hours – Workshop
· Undergone Special Training in leadership, for managing team work

	Professional Experience


Name of the Company: International Institute of Management and Technology U.A.E  (Sep 2013- Present) 

Designation: Admin Assistant
 Key Responsibilities: 

· Effectively serves as the frontliner of the company

· Manning the switchboard and dispatch both local and international calls to concerned project manager
· Explaining the clients about the courses which we provide in the institute
· Preparation of Agenda and Minutes of the meeting

· Arranging for Travel bookings for employees

· Handling all kinds of escalations from students and trainers

· Keeping the Directors dairy up to date (Taking appointments and arranging for meetings)
· Preparing the Front office report on daily basis

· Preparation of consolidated monthly income report

· Coordinating with the HR in the recruitment process

· Calling the students and trainers to get the feedback

· Maintain confidentiality when necessary and maintain professionalism and diplomacy at all times

· Establishing and maintaining interpersonal relationships with co-workers

· Assists in Administrative functions and perform multiple tasks simultaneously

· Engages in other work areas within the company
Name of the Company: ISG Information Services Group India (March 2013- Sep 2013) 
Designation: Financial Analyst 
 Key Responsibilities: 

· Checking on accuracy of Invoices which are being billed. 

· Cross verification of contract documents for any changes. 

· Calculating the PC & E (Performance Credit & Earn Back) charges on Invoices. 

· Doing the COLA (Cost of Living Adjustments) on an annual basis. 

Other Duties:

· Coordinating with HR in the Recruitment activity

· Conducting training for the new joiners

· Organizing tests and screening of candidates
Name of the Company: VM Ware Software India Pvt Limited India( April 2012- Jan2013) 
Designation : Analyst- ELA-IB Service contracts 
Key Responsibilities: 

· Checking for all new ELA contracts and extending the renewal period accordingly 

· Consolidation of all ELA contracts into one contract 

· Validation of licenses which are active on support with the customer and eligible for further fulfillment
· Upgrading the licenses further if they are eligible. 
Name of the Company : ISGN Indian Software Group Nova soft Technologies India (Dec 2009 to April 2012) 
Designation : Financial Analyst (Bank Reconciliation/ Investor Reporting). 
Key Responsibilities: 

· Reconciliation of home loans and remittance of payment to investors on monthly basis 

· Identifying delinquent loans, stop advance loan and charges off loans and remitting the actual funds to investor 

· Calculating the principal & interest, amortization of loans and remitting funds to investors

· Back out and reinstating of remittance as per the delinquency report 

· Application used Citrix and Fiserv
· Reconciliation of bank statement, Trail Balance, and daily collections of funds hitting the custodial account 

· Preparation of Un-completed Report and Cash Adjustment Report on a daily basis 

Name of the Company: ANZ Operations and Technologies Pvt Ltd, India (May 2008 – Dec 2009) 
Designation :Financial Analyst – Bank Reconciliation 

Key Responsibilities: 

· Reconciliation of Bank cheques, warrants, Direct Rems, Branches international and International Suspense 

· Liaise with the branch to clear the value at day one 

· Meeting quality thresholds 

· Took care of team huddles and reports on a daily basis 

· Cross trained 8 team members from different teams 

· Direct Remittance and Rems Suspense accounts for branches and selected Business Units
Name of the Company: Deutsche Bank India
Designation :Admin Assistant (Aug 2007 to May 2008) 

· Handling vendors, taking approval from the management for various bills 

· Issuing cheques to the vendors 

· Managing all kind of trainings and meetings 

· Handling all kinds of requirements like coffee machines, printers, stationary, fax machines etc

	Personal Strength & Abilities


· Hard Working and a Good Team Player.

· Excellent Communication and presentation skills.

· Good analytical skill and willingness to Learn and change.

· Optimistic, Hardworking and able to work independently or as a Team.

· Having the ability to manage a Team to achieve its desired output on time.

· Capacity to work on project and motivate team mates to achieve their personal and organizational goals.

	Personal Profile


Date of Birth



:
16th March, 1986
Current Address


:
Dubai, UAE
Linguistic Abilities


:
English,Hindi, Kannada,Tamil & Malayalam
Visa details



:
Employment Visa
Reference




:
Available on request

	Declaration


I hereby declare that the above furnished details are true to the best of my knowledge and   I bear the responsibility for the correctness of the above mentioned particulars.

