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OBJECTIVE
To work in a meaningful and challenging position that enables me to develop myself as a professional and permits scope for advancement.

CURRENT JOB PROFILE

Worked as Investor Relation Officer at Computer Share Private Company since October 10, 2011 to June 2013.

Responsibilities:-

· Handling of various queries received from Asset Management Company/Branches/High Net Worth Individual and SEBI through emails, and resolving critical issues of transaction (Transmission, Pledge, Consolidation, Re-validation) processing and providing the current status.

· Updating all the branches whenever there are any changes with respect of NCT (non commercial transactions)

· Handling Escalated Queries of Non Commercial Transactions through CRM (Customer Relationship Management)

· File allocation within the team and sharing error report with Team Manager.

· All reporting and queries are done through excel and word.

· Mentoring and Training new team members.

· Maintains records of employee and updating their status as per the requirement.

Worked as Accounts officer at SHM Builders and Developers limited from July 5 2013 to till November 29 2014.
Responsibilities:-

Maintenance of the books of accounts of the company including cash book,ledger and preparation of trial balance.

· Manage the accounts payable and accounts receivables of the company,

· Generate and distribute monthly financial reports
· Managing vendor issues.

· Verify and processing the all accounts payable and receivables documents.
COMPUTER SKILLS

· Ms Office: Ms Word, Excel, Power Point.
· Accounting Software: Tally ERP, Focus, QuickBooks, Peachtree, SAP Fico.

EDUCATIONAL QUALIFICATIONS

· MBA(Finance) & Minor (HR)– Wesley Post Graduate College,
Osmania University - 2011
· B.Com – Wesley Degree College,
Osmania University – 2009
Intermediate – St George’s Boys College – 2006
HOBBIES & INTERESTS

Cricket, Music and Pictures

PERSONAL INFORMATION

Date of Birth 
: 
16th January, 1987

Gender


:
Male

Nationality

:
Indian

Marital Status
:
Married 

LANGUAGES KNOWN

English, Hindi and Urdu

