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Seeking a position to utilize my skills and abilities in a technology advanced industry that offers professional growth while being resourceful, innovative and flexible.  
	Educational Qualification


Master of Business Administration specialized in Human resource & Marketing from Mahathma Gandhi University, Kottayam, Kerala .
Bachelor of Commerce from Our College, Kannur, under Calicut university.       

Plus two from St Michaels Anglo Indian Higher Secondary School, Kannur .
S S L C from Chovva Higher Secondary School, Kannur .
	Work Experience


November 2007 – Dec 2009  
   Customer service executive
                                                         M/s Computer age management services(CAMS)
                                                         Registrar and transfer agents of Mutual funds,

Key Responsibilities

· To handle the walk in customers in the branch.

· To check the applications received and cross check the corresponding documents.

· To time stamp the applications received and to make sure the NAV is alloted. 

· To make sure that the investors are getting statements on time.

· To report the transactions to HO fund wise.

· To send the statements to the customer fund wise
· To make sure that all the documents has been maintained as per the guidelines.

· Sorting the applications and generating the pay in slip.

· Check the previous days applications in e-Isc and deposit the processed ones.

· Packing the documents to HO to the respective department  in the specified manner
.  
November 2010 – June 2011  
   Executive - sales & customer service
                                                         M/s Sundaram Asset management company
 Key Responsibilities
· To monitor the retail sales through National distributors.

· To monitor sales through Individual advisors.

· To update about the company’s product and perfomance in the market. 

· To make arrangements to display the product in a proper and attractive way inside the banks and distributors premises
· Ensuring the availability of factsheet ,leaflets and application forms in the market.

· To handle any difficulties faced by the customers and distributors. 

· To handle the online enquiries received from the area.

· Make arrangements to login the application on the same day before cutoff time.

· To empanel new outside Ifa’s with the company.

· Sending daily sales report to the reporting manager. 

· Accompanying the managers in the market during their area visit.

· Arranging the venue and settlement of dues incase a meeting is conducted for customers and distributors..

June 2011 –    Oct 2015       
   Assistant Manager
                                                         Peerless Mutual fund 
Key Responsibilities

· Handling the walk in customers at the branch.

· Educating and motivating the Agents at the branch.

· To verify and check the documents and applications received. 

· To process the applications within the time frame.
· To ensure that the applications has been handed over to the registrar and

transfer agent on time
· Coordination with outside Individual financial advisors (IFA)
· Daily reporting of transactions to the head office.

· Preparing weekly and mothly reports 
· To keep a track of the expenses of the branch
· To handle the cheque bounce cases if any.
· Coordinating with zonal Manager to introduce contests to motivate the agents 
· Filing documents as per AMFI guidelines
Nov 2015 –    Present        
  Assistant Manager - Operations
                                                        Electro mechanical 
Key Responsibilities

· Handling the Day to day work at the branch.

· Alloting workers to the work site as per the requirements.

· To co-ordinate with the workers for material requirement on time. 

· To Prepare the invoice and to submit it once the respective work is completed.
· To follow up with clients and sending soa on time 
· Proper filing and keeping records of payments received 
· To crosscheck the purchase bills and to prepare the list for each vendors.

· To arrange payments to vendors  

· To keep a track of the expenses of the branch

· To handle and keep a track of Post dated cheques issued 
·  To calculate the salary and overtime details of workers
	
Computer skills


Ms Office, oracle application,Tally .
Operating Systems: Windows XP, 2000, vista, 7 and Linux.
	Languages Known


      English, Hindi, Malayalam
	Skills


· Excellent written & oral Communication skills.
· Dynamic, highly committed and able to multi-task.
· Positive outlook towards life.
· Self-motivated and a team maker.
· Optimistic –challenges taken as opportunity.
· Ability to Work under Pressure & ensure that all work processed to meet tight deadlines.

	Personal Details


           Date of Birth                    :  29th December 1983 
Sex                                   : Male 

Nationality                        : Indian

Declaration  

     

I declare that the above-furnished information is true to the best of my Knowledge and belief. I will be glad if you allow me to render my service to you and together the synergy, the bond we make, will be strong, perpetual and I hereby promise that I will be faithful, loyal and trust worthy. I will put in more than hundred percent of my ability for the betterment and progress of the establishment, and it shall be my endeavor to achieve maximum benefit to the firm.
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