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PROFESSIONAL EXPERIENCE
A dedicated and results-driven executive with a flair for execution of duties allotted. Experienced in working in different departments of the bank with primary focus on exceeding expectations for customer service delivery. Possesses excellent interpersonal, communication and negotiation skills and the ability to develop and maintain mutually beneficial internal and external relationships. Enjoys being part of a productive team, and thrives in highly pressurised and challenging working environments.
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CAREER SUMMARY
MODEL CO-OP. BANK LTD,[image: image2.jpg]
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Junior Officer- Banking Operations
August 2013 - Present
· Attend to client service requests and arrange to provide appropriate service either directly or by interacting with other Internal Departments or branches. 
· Attend to client issues and grievances and resolve or provide solution. Also work on mitigating the factors that resulted in the client complaint/grievance. 
· Collect appropriate documentation required as per banks/ regulatory requirement for account services and set-up of new accounts. 
· Timely and effective communications to be maintained with clients and internal stakeholders. 
· Manage up-to-date records of all correspondences and handled/ resolved queries and service requests. 
· Provide back hand support to Operations team on Account Opening documentation, Account maintenance activities, Cheque book request, Balance confirmation letters, Return Cheques, Payments (Inward and Outward) related queries, Charges related issues, Client Correspondence, Exception handling 
· Provide quick and effective service as a cash teller. 
· Manage KYC Compliance of all accounts as per the guidelines issued by the bank. 
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EDUCATION QUALIFICATIONS
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BACHELOR OF COMMERCE DEGREE
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University of Mumbai - Year 2012
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        SECONDARY CERTIFICATE
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Maharashtra Board - Year 2009
SECONDARY CERTIFICATE

Maharashtra State Board - Year 2007

KEY COMPETENCIES
	Marketing Management
	Creative and Innovative

	Presentation Skills
	Complaint Handling

	Public Speaking
	Customer Satisfaction



IT SKILLS
Microsoft Office   Omni (Customised Banking Software)

EXTRA- CURRICULAR ACTIVITIES
Volunteering for an NGO in Mumbai.   Handicraft works
PERSONAL DETAILS
	Date of Birth
	07.07.1991

	Nationality
	Indian

	Marital Status
	Single

	Interests
	Arts & Crafts and Music

	Language
	English, Hindi and Marathi

	Visa Status
	Visit Visa (Currently in Dubai)
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