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CAREER PROFILE
Possess strong exposure in exchange, teller duties as well as in administration and customer service, knowledge in branch operations, documentation, loan processing, stock controlling. Meticulous and well organised team player with excellent communication, analytical, problem resolving and time management skills. Aspiring to contribute and work as a catalyst for the growth of the organisation.

KEY STRENGTHS

Team Player with good analytical and negotiation skills, Strong inter-personal communication skills, Ability to easily understand new concepts with minimum refractory time, high adaptability, Perseverance and Integrity to Work, Objectivity, Innovative thinking, Negotiation Skills, Active listening, Dealing with conflict, Quality Client Servicing Techniques, Decision making, Problem resolving, Strategic thinking,  Presentation and public speaking, Team building, Planning, Optimistic Outlook, Team Player, Creativity, Versatility, Flexibility and Commitment.
MAIN AREA OF EXPERTISE
· Data Entry Documentation, preparation of Enquiries, Quotations etc.
· Branch and Team management.
· MIS
· Store & Stock controlling

· Cash and cheque transactions and handling.
· Administrational formalities

· Purchase & Sales related documentation, correspondence and communication.

· Dealing with the customers & Vendors independently.
· Analyzing money market trends and situations and providing rates for transactions to branches.

· Selling and cross selling of products and services.

· Problems resolving.
ORGANISATIONAL EXPOSURE

Branch Teller                                                                                 Dec 2013 to March 2014
UAE Exchange Centre LLC, UAE                   

Teller Duties: Dealing corporate and non-corporate customers of the branch, Handling day to day flow of the branch ops, Finalization of currency exchange rate for clients, After verifying the denomination from other cashiers/ branches were accepting and updated in the system and arrange the funding to the bank, Placing order to Forex division as per the branch needs, Prepares end-of-day Cashier Activity Report and maintain vault register and  stock register, Process credit card payment and cash advance from the credit card. Ensure Smooth customer service at the counter and assist the staff in day to day operations of the branch, Ensure follow KYC, Customer Identification and Registration process, Attending the customer queries & follow up till its resolved. Corporate Business Handling – Time to time doing the transaction, compliance with regard to Cheque collection, depositing to the bank, Timely releasing the corporate transaction and make sure the credit confirmation from the particular beneficiary account.
HR Facilities & Admin(Central Purchase) 

UAE Exchange Centre LLC, UAE                                                    Feb 2011 to Dec 2013
Nature of Work: Directly Reports to the Administration Manager. Coordinating with the branches (132 branches throughout the UAE) and other departments and Ensures operation of equipment by completing preventive maintenance requirements, calling for repairs, maintaining equipment inventories, evaluating new equipment and techniques for the smooth functioning of day to day activities. Provides office services by implementing administrative systems, procedures, and policies, and monitoring administrative projects. Responsible in preparing and maintaining reports and statistics.

· Maintains supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.

· Plan and conduct inventory for the Company’s consumables and assets.

· Responsible for inviting Quotations for annual maintenance contract for assets from new & existing vendors.

· Conduct comprehensive market study for the quotation received.

· Raising Local Purchase Orders for service requests.

· Processing the Invoices and reconciliation of the same on a periodic basis and make sure that the payment has gone to the suppliers on timely manner 

· Provide AMS (Asset Management System) training and support for branch staffs and other department staffs.

· Assuring the assets distributed is in respective cost centers. 

· Weekly inventory has to be carried out and has to be updated in AMS.

         Contributes to team effort by accomplishing related results as needed
Officer Operations & Accounts                                                      
ICICI Prudential Asset Management Company Ltd, India             Dec 2008 to Nov 2010               

Nature of Work: Operations In-Charge for the branch and ensuring smooth functioning of Branch Insurance Operations, Responsible for all cash/cheque collection, deposit in next working day, Ensuring Customer Service Excellence and Quality, Ensure KYC requirements are met in all applications, Proper filing, arrangement and retention of valuable documents, Implementing of  new process and actions aimed for cost control, Handling administrative related issues of Branch, Agency Training and AMFI Exam Registration, Licensing, Agency Codes Release and Commissions processing of Advisors, Custodian for all assets in Branch and maintaining of Proper Records of the same, Promoting up-selling, renewal collection & retention of existing customers, Preparing MIS, Training new employees.
Recruitment & Staffing                                                               May 2007 to October 2008                                
M/s Job Hunt, Trivandrum, India                   

Nature of Work: Accepting the client requirements, preparing job profiles ,Short listing the candidates by analysing their technical, academic qualification and conducting interviews, Analyse the market trends and segregating the candidate profiles, Conducting telephonic interviews and short listing the candidates for the client interviews.

Scheduling client interviews and providing assistance throughout the hiring process.
Reservation Assistant  (Trainee)                                               June 2006 to April 2007 

Air Sahara Pvt Ltd, Trivandrum International Airport,  India 

Nature of Work:   Resolve enquiries. Feed data pertaining to the Counter, Pre and Post flights in the database.Coordinates with the Headquarters (Mumbai) related for day to day operations. Directed inquiries and maintained cordial relations with the public. traffic operations and client servicing for connection flights. Work profile includes ticketing, boarding supervision, baggage Handling and customer service.

Accounts Assistant                                                                       April 2005 to March 2006  
M/s. Muthoot Finance Ltd, Trivandrum,  India                


                                            

 
Nature of Work:   Preparation of all statements, Registers, Cashiering, Ledgers related to Accounts, reporting to Senior Accountants, Branch Manager and Regional Office, Handling customer queries, handling cash and gold, gold loan processing and general branch management, maintenance and audit of the inward and outward movement and stock of the pledged gold,  handling of foreign currency and its exchange, Travel ticketing, Cross selling of products and also preparing daily reports and Bank Reconciliation Statements.
SCHOLASTIC CREDENTIALS

Masters Degree in Business & Admin.(2006)
Mahatma Gandhi University, Kerala, India 

B.com (Co-operation) (2003)
Mahatma Gandhi University, Kerala, India 
IATA/ UFTAA Foundation & Electronic Booking Tool Course (2007)

ADDITIONAL QUALIFICATION

Computerised Accounting (Tally 9)

NIIT, Kerala, India
COMPUTER PROFICIENCY

Operating System


     
 :
Windows  (98, NT, 2000, XP, VISTA)

Software Knowledge                :
Ms-Office (Ms-Excel, Ms-Word, Ms-Power Point, Ms-Access)
                                                              Internet applications etc.   
 PERSONAL VITAE

Date of Birth                           :   11.08.1981
Sex                                        :   Female                                       







Citizenship                              :   Indian

Marital Status                          :   Married
Languages Known
                  :   English, Hindi & Malayalam 
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