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CURRICULUM VITAE







	Personal  Details:
Date of Birth

10-feb-1983
Gender

Male

Nationality

Indian

Languages Known

English, Hindi,& Urdu
Hobbies
Playing Cricket& Video game on PC, Surfing Net

	Objective 
I look forward to be in a competitive and learning environment with ample opportunities to hone my skills and put in my best effort to achieving my goal. I also look forward to bring out my talents in a productive way.

Educational Qualification
· B.com (General) from Osmania University Hyderabad 2010
       ●   Intermediate  from Board of Intermediate 2004

· SSC from Board of Secondary Hyderabad 2002
Technical Qualifications

Computers      :  Accounting packages 
                                   (Tally, Wings, Focus, &Peachtree)                      

                        :  Good knowledge on MS-Office
             :  Typing Higher, Lower

Visa Status

Visa Type              :    Visa Valid For 24 months    



	
	My Strength
· Optimistic
· Good analytical and grasping capabilities
· Good communication & interpersonal skills

· Quick learner
· Diligence



Experience

· Worked as Administrative Officer at COMPUMAX for more than 12 months.
Rules and responsibilities:-
· Document Controller
· Book Keeping
· Payment Voucher Processing

· Receipts Voucher Processing

· Order Entry Processing

· Generate Receivables Reports

· Generate Collections Reports

· Extensive use of Microsoft Word for generating / updating business documents.

· Extensive use of Microsoft Excel for generating / updating Financial Reports and Administrative Tasks
· I worked as PBO (phone banking officer) IN icici bank Lombard for more than 18 months 
Rules and responsibilities:-
· Handling Customer Queries and Providing Information as per Defined Standards

· Effective Redressal of all Customer Complaints and Providing Solutions/escalating Problems 

· Follow Up On Escalations and Closing Them 

· Educating Customers About Bank's other Products and Services (cross Selling) 

· Generating Leads and Passing Them to Concerned Department 

·  Providing Feedback to the Team Leaders About Product and Process and Contribute to the Improvement

My Achievements
· Participated in college and school level debate and essay competition and received applauds
· Prize for winning an inter school cricket tournament




Declaration: 
 I hereby declare that the above-mentioned information is correct up to my knowledge and I bear the responsibility for the correctness of the above-mentioned particulars. 


