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CAREER OBJECTIVES


Seeking a position as Banking & Operations/ Office Administration / Back Office/ Sales and Marketing in a fast growing company involved in an emerging technology where my education & experience will have valuable application.

PROFILE SUMMARY

· 4.5 + Years of experience in Banking Profession such as HDFC , Kotak Mohindra and financial companies in India.
· Qualified with Masters of Administration (MA) in India.
· Have a good working skills in MS Office.
· Meticulous approach to work with good organization skills.
· Can handle multiple tasks effectively & very much flexible with time.
· Excellent spoken and written skills in English, Hindi & Punjabi.
· Confident and capable of working on own initiative under strict deadlines.
· Ability to adapt to new environments and grasp work quickly.
· Well organized, systems oriented & have a strong attention to details.
· Efficient, smart, reliable and hardworking.
· Can work under pressure and meet deadlines.
WORK EXPERIENCE

· HDFC Bank, as a Operation Executive , Patiala  (Punjab) India , November 2010 to November 2011 .
Job Profile as a Operation Executive:

· Maintaining all the clients records on Excel.
· Maintain and develop good relationship with customers through personal contact or meetings or via telephone etc.
· Must act as a bridge between the company and its current market and future markets.

· Record sales and order information and report the same to the sales department.

· Provide accurate feedback on future buying trends to their respective employers.

· Participate in the development and implementation of the branch sales plan and programs for the business segment ensuring the consistency with the overall business plan of the Bank. 

· Achieve the agreed individual sales targets ensuring the compliance with bank's policies and procedures to support the realization of the branch targets, particularly those of the business segment. 

· Develop existing client relationships, if potential exists, to upgrade them into the Commercial Segment.
· Review applications for loans to confirm their completeness and initiate processing.

· Ensure to deliver consistently high level of customer service and effectively deal with the customer queries in order to maintain high degree of customer satisfaction.
· Kotak Mohindra Bank, as a Assistant Manager Operation , Patiala  (Punjab) India , April 2012 to October 2015 .
Job Profile as a Assistant Manager Operation:

· To manage and control all matters of loans by constantly executing collection & recovery procedures and ensuring appropriate actions are taken to ensure full recovery and maintain the records on Excel.

· Highlights and escalates any credit failures to identify ways of improving the credit approval process.

· Ensures remedial action is taken when required to keep performance in line with business objectives

· Perform administrative work or other job functions related to collections and recoveries.

· To monitor accounts daily in the allocated queues and effectively utilize collections systems in line with approved collections strategy.

· Participates in monthly status meetings with senior management and provides cohesive workout strategies, concise updates on progress, and recommends charge-offs as necessary.

· Performs site inspections as necessary.

EDUCATIONAL HISTORY


· B.A. from Punjabi University, Patiala, India.

· MA from Punjabi University, Patiala, India.

TECHNICAL SKILLS


· Well experienced in MS Office application.

· Internet applications & E- mail.

PERSONAL DETAILS


Nationality

: 
Indian
Date of Birth

: 
21-Feb-1986
Visa Status

: 
Visit Visa
Language Known
:
 English, Hindi & Punjabi  

