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RAMEES
RAMEES.218721@2freemail.com 
      
Career Objective:

 To build a challenging career in a leading organization, where I can utilize my real knowledge and skills to make a tangible contribution to the organization in the most innovative and resourceful manner.
EMPLOYMENT BACKGROUND

FIRST GULF BANK  (ABUDHABI)
Credit Card, Loan Department

Abu Dhabi, U.A.E.

Position:  Data Entry, Document controller, sales support staff (Back office processing)
February 2011 to Present
DEPARTMENT:  REATAIL CREDIT OPERATIONS 


Working in Retail Credit Operations Department as a part of a team in a busy office environment includes , Data entry, Processing, Scanning/Indexing, inputting and approving data.

Job Profile:
· Record all transactions promptly, accurately and in compliance with bank procedures

· Filing and records retention
· Assisting with Monthly and Year End tasks
· Responsible for editing, processing (Data entry) and distribution of raw source document
· In charge of securing all the documents by keeping it safe in Chub
· Adheres to strict batch processing schedule to meet deadlines; Maintains program layout documentation of system programs.

· Responsible in checking some errors in Credit Card , Loan Application Information of the client.

· In charge of making the best quality of clarity of documents in scanning using Input Accel Scan Plus.

· Provide the specific name and folder of the documents in the system using Input Accel Index Plus.

· Checking the DMS (Documents Management System) after scanning, in order to make sure that the documents exist in system.

· Maintain the files and control logs as required by the project
·  In charged of making Title page using Finn One software.
· Handling reworks application, resubmissions and sending it back to the respective sales executive or operation departments.
· Input document data into the standard registers ensuring that the information is accurate and up to date.
· Preparing batch of  Camsheet, Scanned cases, TAT cases, Resubmissions, Declined cases
· Daily making MIS report and sending to respective Leaders
· Input document data into the standard registers ensuring that the information is accurate and up to date.

Spikes computer (India)

Assistant accountant 2006-2008 (Tally, Quick books)

Job Profile:

· Maintains financial records for subsidiary companies by analyzing balance sheets and general ledger accounts.

· Reconciles general and subsidiary bank accounts by gathering and balancing information.

· Provides financial status information by preparing special reports; completing special projects.

· Corrects errors by posting adjusting journal entries.

· Maintains general ledger accounts by reconciling accounts receivable detail and control accounts; adjusting entries for amortizations prepaids; analyzing and reconciling retainage and accounts payable ledgers; preparing fixed asset depreciation and accruals.

· Secures financial information by completing database backups; keeping information confidential.

· Maintains accounting controls by following policies and procedures; complying with federal, state, and local financial legal requirements.

· Updates job knowledge by participating in educational opportunities; reading professional publications.

· Accomplishes accounting and organization mission by completing related results as needed.

DIPLOMA IN COMPUTER HARDWARE AND NETWORKING (MCP) 2009-2010
Job Profile:
· Maintaining Installation and Configure of windows  
· Assembling pc
· Restore and backup

· Experience in Formatting and Installing Software Programs. 

Academic Profile:
· B.COM  
(Calicut University, India)
· Plus Two 
(Board of Higher secondary Examination Govt of Kerala, India )
· SSLC

(Board of Public Examination Govt of Kerala, India)
Computer Skill:
· Ms office
· Tally , quick books

· Internet and email

· Editing softwares –Adobe photoshop, Adobe pagemaker , Dreamweaver , Macromedia flash
Strengths:

· Well organized and flexible.

· Quick learner and hard working.

· Comfortable working effectively both independently and in a team environment.
· Can work efficiently under pressure

· Able to handle wide range task.

· Able to maintain accurate records

· Coordinate with customers

