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	MANAGEMENT PROFESSIONAL 
5 YEARS OF EXPERIENCE

JOB PREFERENCE: BANKING / ACCOUNTS / ADMINISTRATION

	Objective
	Seeking a career to utilize my knowledge in finance, banking, and management to gain comprehensive understanding at a reputed organization so as to take responsibility and contribute significantly.

	Professional Profile
	· Experience as Bank officer: South Indian Bank Ltd, Kottiyam;India    (April 2012- May2015)
· Responsible for identifying the customer needs and refer to appropriate banking services.

· Cash Receipts : Accepts money or cheque deposited by customers, verify records and receipts and credits customers account

· Cash Payments : Pay Money to the customers according to the advice slips, cheques & negotiable documents and debit customers account.

· Loan Assessment: Assess the viability about credit risk of business and customers loan proposals

· Cash Tallying: Balance cash and advice supervisors of cash position or discrepancies also ensure that the total receipts and payment and physical cash are tallied at end of the day. 
· Open & Close Fixed, Savings, Recurring, Current accounts for customers.
· Experience in managing online banking services like RTGS/NEFT, Mobile banking by facilitating the services to the customers, Knowledge in handling Banking Software like Finacle (Oracle), Bounce(TCS). 
· Experience in personal administration.
· Experience as Admin Officer: Indira Gandhi National Open University (April 2010 -  March 2012)

· Organizing business travel & itineraries and accommodation for managers.

· Monitoring inventory, office stock & ordering Supplies as necessary.
· Handling Petty Cash and maintaining its record.

· Raising of purchase order & invoice tracking
· Documentation jobs related to office administration like time sheet, preparation of Minutes of meeting.
· Handling of incoming & outgoing mails of the company

	Skills
	Management
	Computer

	
	· Problem Solving & Critical Thinking

· Preparing Reports

· Job Task Planning and Organizing

· Analysing and Interpreting the Data available
· Strong leadership and motivational skills
· Ability to handle pressure
· Excellent in communication in written and verbal both
	· MS Office (Word, Excel, PowerPoint)

· Tally
· Online Banking Software like Bounce (TCS), Finacle (Oracle)



	Academic Background
	2008 – 2010 
DCSMAT Business School 
Idukki, India
PGDM / MBA (Logistics and Supply Chain Management)
· Marks Received: 78 %
· Extracurricular Activities:

· Member of the Organizing Committee of Octave 2009 (College Arts Festival)
· Integral part of paper presentation by MSA (Management Students’ Association), 2009

	Project 
	Objective: To Analyse Delay Assessment in Clearance and Forwarding at Oil and Natural Gas Cooperation of India , Chennai

	Industrial Visits 
	· Apollo Tyres , Cochin , Kerala
· Travancore Cochin Chemicals, Cochin, Kerala

	Languages Known
	
	Speaking
	Writing
	Reading

	
	
English
	Proficient
	Proficient
	Proficient

	
	
Malayalam
	Proficient
	Proficient
	Proficient

	Hobbies
	· Listening to music

· Watching movies

· Handicrafts 

· Cooking
	

	Personal Information
	· Date of Birth:
21st  Dec 1987
· Place of Birth:
India

	· Nationality:
Indian

· Religion:
Christianity

· Marital Status:
Married


