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OBJECTIVE:
 Intend to build a career with leading corporate of hi-tech environment with committed & dedicated people, which will help me to explore myself fully and realize my potential.
ACADEMIC RECORDS:
·  MBA  (65%)

     Dr, SNS RAJALAKSHMI COLLEGE OF ARTS & SCIENCE (Bharathiar       

          University), Coimbatore (2010-2012)
·  B. Sc [MATHS] (67%).
     ST: THOMAS COLLEGE THRISSUR (Calicut University,2007-2010)
·  HSE (60%).
    C.M.G.H.S.S (State Syllabus) Thrissur, Kerala (2007) 
·  SSLC(75% )
    C.M.S.H.S.S (State Syllabus) Thrissur, Kerala (2005)

WORKING EXPERIENCE: 
More than 2 years total experience
· Account  Assistant At Muthoot Finance Ltd  

     Location : Delhi            

     Period    :  28/11/2012 TO 1/3/2014
·    Operation executive At HDB Financial Services LTD

    Location :  Thrissur

   Period    :   16/09/2014 to till now 

WORKING PROFILE & KEY SKILLS:
· Cash and cheque Deposition by Branch Walk in customers and Collection executives
· Preparation of Fund flow statement and petty cash statements 
· Co-ordination of collection dept works
· Co-ordination of Admin, HR, IT and all branch related work
· Review of files with respect to post approval documentation

· Process the files as per the process rules and insert the data into system

· Keeping the tracks of the activities done to a particular files

· Controlling and tracking of funds movement and application of funds towards loan

· Facilitating system queries pertaining to account balance pay offs and approval etc

· Effective handling of queries bought in by customer services execution

· Executive in the absence of any senior officer

· Recognized management, systems and business operations

· Monitored customer complaints and fund solution

· Maintain of disbursal MIS for all the products

· Updating of repayment instruments in system

· Reconciliation of dummy disbursement and general receipt accounts
· Attending meeting with the operation manager

·  Meeting to team members and solving their problems

· Recording day to day activities

· Maintain books of accounts

· Petty cash and voucher management

· Documentation and filing

· Management of external audit assignment, ensuring work was prioritized so deadlines could be achieved

·  Resolve the problems in a timely manner 

CARRER ACCOMPLISHMENT:
· Well qualified and results oriented professional with over 2 years of successful experience in positions of increasing responsibility and dutties
· Skilled at customer request handling either it is internal customer or external
· Reconciliation of disbursal and collection accounts as daily basis
COMPUTER K NOWLEDGE:
·      M.S Word, Excel, PowerPoint

·      Tally ERP

·      Diploma in Office Automation & Dtp

·      Core banking solution

·      APS, ORACL,
·       Finone
SUMMER INTERNSHIP:
· “A STUDY ON CUSTOMER RELATIONSHIP MANAGEMENT” IN  RECRUTING FIRM Coimbatore, Tamilnadu
EXTRA-CURRICULAR ACTIVITY:
·     Active Participation at National level Seminar, Management meets.

·     Rajapuraskar Certificate (scout)
  PERSONAL PROFILE
· Date Of Birth : 04/10/1989
· Languages Known: English, Malayalam, Hindi and Tamil
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