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Career Objective

Seeking a responsible position with growing opportunities in a reputed organization where I can utilize my experience and skills.

Career Summary

A Dynamic professional with over 2 years of enriching experience in banking operations, customer relationship management and team management. Holding exceptional communication skills ,relationship building skills, strong analytical, problem solving & organizational abilities and ability to work in High Stress environments.
Education and Qualifications

· M.B A in HR & Marketing, Andhra University, 2013

· PG diploma in computer applications, 2011

Professional Experience
Assistant Manager (2013-2015),
· Monitoring all day to day transactions.

· Liaise between HR manager and requesting manager for approval of vacancies.

· Process pre-screening of CVs and coordinate in scheduling interview appointments.
· Preparing employment offer letters.
· Ensuring correct data entries in HRMS corresponding to new employees information.
· Handling of cash registers, Stock Registers, Inward and Outward Mail Registers.
· Preparing all employee correspondences and administrating leave applications.
· Handling of Petty cash and all other basic Branch operations.

· Answering all financial and banking queries.
· Ensuring the smooth running of basic transactions along with maintaining employee’s personnel files.
Work Achievements

· Awarded from Circle Head towards over achievement in the contest of THE RACE CONTINUOUS
· Qualified for LIFE ACTIVE contest conducted by Max life insurance2014 which is tie up with Axis Bank Ltd.
· Awarded from Circle Head towards Good customer relationship in Axis Bank Ltd.
· Many other Certificates towards completion of online tests in Axis Bank Ltd.
Software Skills
· Good knowledge on Finacle,HRMS and other Banking related Software’s.
·  Knowledge on Microsoft office – MS Excel, MS Word, and Power Point.

Personal Details
· Date of Birth: 25-03-1991
· Languages Known: English, Hindi, Telugu

· Nationality: Indian
· Marital Status : Married
· Visa : Residence 
Declaration


I hereby solemnly declare that the above furnished information is true and correct to the best of my knowledge.
Place : Ajman
Date :
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