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To work in a company and seek for opportunities that will enable me to apply my knowledge while developing a level of intellectual curiosity, gaining real world experience and honing my leadership and analytical skills and to prove myself efficient in an organization.
SUMMARY

A focused, determined individual specialized in Finance and International Business having over 2 and half years of experience in national as well as international platform. My interpersonal skills, combined with my strong work ethics and ability to bring out the best in myself and others will be added assets to the company.
EDUCATION

	
	MBA from Karunya University (Finance and International
	2011

	
	Business)
	

	
	Bachelor of Business Administration (Finance) from BYK College
	2008

	
	HSE from L.V.H. Mahavidyalaya
	2005

	
	SSE from St. Philomena Convent High School
	2003


KEY SKILLS

· Excellent Communication and writing skills 
· Working with strict deadlines 
· Computer literacy 
· Self motivated 
· Administration, Supervision and counseling 

ADDITIONAL QUALIFICATION

· National Stock Exchange Certified Capital Market Professional (NCCMP) 
· Participated in the International Conference on Emerging Operations Paradigm 
· ICIT InfoTech Pvt. Ltd 
· Also undergone the Government approved syllabus of Maharashtra Cadet Corps 
· Certificate of involvement in Police Department Sports Activities 


INTERNSHIP

	KPMG, Oman
	October 2010 – December 201 0

	Title
	A study on Audit of Company

	Description
	  Worked under the team of Auditors in Construction Company

	
	(Desert Line Projects LLP), Bank (Oman International Bank) and

	
	Insurance Company (Oman United Insurance Company LLP) in

	
	Oman.

	
	  Verify the documents of the companies by the work papers given.

	
	  Tally the bills with the electronic copy of the company papers.

	
	  Find some suspicious or mistakes (eg. Signature missing, Amount

	
	entered wrongly, etc)

	
	  To verify files of all the companies and make a record of the same

	
	and submit to the Auditors.



PROFESSIONAL EXPERIENCE:

WORK EXPERIENCE – 4
	Anil Industries
	Admin Assistant
	April 2013 - Till Present

	
	
	

	Key
	  Team Management and Supervision.

	Responsibilities
	  Meeting and greeting clients and visitors to the office.

	
	  Typing documents and distributing memos. Supervising the

	
	work of office juniors and assigning work for them.

	
	  Handling incoming / outgoing calls, correspondence and

	
	filing.
	

	
	  Faxing, printing, photocopying, filing and scanning.

	
	  Organizing business travel, itineraries, and accommodation for

	
	managers.
	

	
	  Monitoring inventory, office stock and ordering supplies as

	
	necessary.
	

	
	  Updating & maintain the holiday, absence and training records

	
	of staff.
	

	
	  Responsible for purchase orders. Raising of purchase orders

	
	and invoice tracking.
	

	
	  Creating and modifying documents using Microsoft Office.

	
	Setting up and coordinating meetings and conferences.

	
	  Involvement in social media implementation.

	
	  Updating, processing and filing of all documents.

	
	
	


WORK EXPERIENCE – 3

	
	ICICI
	Associate Financial Services Manager
	October 2012 – March
	
	

	
	Prudential Life
	
	2013
	
	

	
	Insurance
	
	
	
	
	

	
	Company
	
	
	
	
	

	
	Key
	  Working with the asset management department to complete
	
	

	
	Responsibilities
	the given target.
	
	
	
	

	
	
	  Working through Banca Channel for target achievement.
	
	

	
	
	  Login the insured cases and follow ups.
	
	

	
	
	  Proper guidance to customers from documents signing to
	
	

	
	
	mode of payment.
	
	
	
	

	
	
	  Managing the customers’ investment portfolio and keeping
	
	

	
	
	them updated.
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	

	
	WORK EXPERIENCE – 2
	
	
	
	

	
	
	
	
	
	

	
	Anil Industries
	Management Trainee
	
	June 2011 – September
	

	
	
	
	
	2012
	
	

	
	Key
	  Arrange for purchase of stationeries, printing of books and forms
	

	
	Responsibilities
	as per the requirements and ensure keeping up of adequate stock
	

	
	
	of stationery books and forms etc.
	
	
	
	

	
	
	  For carrying out the instructions/ orders.
	

	
	
	  In-charge of all vehicles maintenance and also verify Log Book.
	

	
	
	  Keeping record of Machineries purchased, sold, etc.
	

	
	
	  Arranging meetings with the clients for purchase of machines.
	

	
	
	  Check the accounts relating to the office vehicles and arrange to
	

	
	
	pass on the bills for fuel / repair etc.
	

	
	
	  Carrying out the instructions / orders of the Administrative
	

	
	
	Officer /Managing Director.
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	

	
	WORK EXPERIENCE – 1
	
	
	
	

	
	
	
	
	
	

	
	India Infoline
	Back Office Executive
	
	May 2008 – April 2009
	

	
	Key
	  To interact with customers and assist them in taking up the
	

	
	Responsibilities
	relevant insurance policy.
	
	
	
	



· To handle a Tele Caller Executives team and assist in their leads. 
· To handle the payment cheque, DD, Cash given by the customers by maintaining a proper record of the customers and the policies taken by them. 
· Handling of insurance policies of ICICI Prudential Life Insurance and LIC, and marketing them. 
· Payment of salaries to the Team, etc. 


PROJECTS

· Research Methodology 
· A research on “JOB SATISFACTION” of the employees. 
· Industrial Exposure 
· Visit to various industries and a brief study on their product processing. 
· Eg: Sula vineyard, Epcos, MICO, Astral, Natraj Moulds, Quality Woods, etc... 
· Also the “INDIAN NAVY” 
· Financial Services 
· A study on “LOAN PROPOSAL”. 
· And also being appreciated for one of the best projects. 
· Summer Internship (Mini Project) 
  “ANIL INDUSTRIES”
- 30 DAYS
· Various managerial processes as observed in the real context of the organization. 
· The inter-linkages between various functional departments. 
· Organization structure, policies and procedures. 
· Major Project 
  “KPMG Oman”
- 3 MONTHS (Audit Intern)
· A study on “AUDIT OF COMPANY”. 
· Stated are Construction Company (Desert Line Projects), Insurance Company (Oman United Insurance Company) and Bank (Oman International Bank). 
· Paper Presentation 
· Usage of latest Technology Developments in Accounting like XBRL and ERP 

TECHNICAL PROFICIENCIES:

· Tools: Microsoft Office Suite (Word, Excel, PowerPoint, Access) 
· Other Packages: SPSS (Statistical Package in Social Sciences) - Data Analysis for Business Decisions 

INTERESTS
· Music 
· Browsing 
· Travelling 



PERSONAL DETAILS

	Languages
	English, Hindi, Marathi

	Visa Status
	Visit Visa


I hereby declare that the above information is true to the best of my knowledge.
