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SHALET

OBJECTIVE
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Seeking to handle increasing responsibility and challenging assignments that provide ample opportunities to harness my technical skills, knowledge and achieve recognition, and secure a responsible career opportunity to fully utilize my training and skills, while making a significant contribution to the success of the Institution

PROFESSIONAL EXPERIENCE
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Entregar Solutions- Technopark- Kollam, Kerala.

Started Working as Loan Officer Assistant from November 2021 to September 2022.

Kudumbilan Ventures - Kollam, Kerala.

Worked as General Accountant from February 2018 to August 2021.

ICICI Bank – Kollam, Kerala.

Joined as Customer Service Manager from May2017 and took apprenticeship till December 2017.

DUTIES AND RESPONSIBILITIES
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Responsibility as a Customer Relation Manager:

Welcome customers to obtain information and explain available services.

Arrange monthly & annual plan in coordination with the branch manager to execute outdoor calls upon listed and unlisted companies to attract new customers.

Ensure handling and covering al customer service requirements to ensure services excellency. Responsible of the Customer Service Area, acting as a preparer to key-in data needed to the

system.

Responsibility as an Accountant:

Oversaw the management of company accounts. Computerization of manual accounts.

Bill preparation for the clients according to the agreement and payment follow-ups Managed accounts by analyzing costs and revenues.

Processed staff payroll and other main aspects of financial transactions.

Responsibility as Loan Officer Assistant:

Serve as an ongoing point of contact for client, helping them collect required information and complete any necessary documents throughout the loan process.

Ensure loan documentation complies with federal and state requirements.

Assist and coordinate internal parties involved in the loan application process including mortgage loan officers, underwriters, and realtors.

Review delinquent accounts and attempt to collect debts.

ACADEMIC QUALIFICATIONS
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Bachelor of Commerce with Computer Application. (2014-2017)

S.N College of Technology.

Kollam, Kerala, India.

HIGH SCHOOL DIPLOMA (2012-2014)

Jyoti Niketan Women’s College

Kollam, Kerala, India.

Indian Certificate of Secondary Education (2009-2012)

Trinity Lyceum School.

Kollam, Kerala, India.

SKILLS
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	Observant
	MS Office proficiency
	Team leadership

	Differentiation Techniques
	Language Building Activities
	Negotiating Transactions

	Individualized Instruction
	Time management
	Communication

	Lesson planning
	Achieving Targets
	Adaptability


PERSONAL DETAILS
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Nationality
       Indian

Date of Birth
       01-JUNE-1996

Marital Status             Single

Visa Status
       Visit Visa
