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Career Objective 
To obtain a full time position in the field of Banking and Finance that will utilize my strong interpersonal skills, computer knowledge, organizational abilities, and business experience in a team oriented environment.           
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With more than 11 years of experience in Finance and Banking Industry. I have worked with the most reputed banks named as NOOR BANK, ICICI Bank and HDFC Bank Ltd, which are largest private banks. 

· Presently Working as a Senior Officer-Liabilities Operations in Dubai, UAE from September 2008 to till date

Role:  Account Service Unit (Liability Operations) in NOOR BANK, DUBAI

Job Profile:
Dubai, UAE

Liabilities - Operation.

Document verification & Account processing- (Sep’ 2008 Onwards)

· Coordinating the entire spectrum of activities required for account opening and maintenance.

· Review of KYC documents submitted for account opening.

· Raise the discrepancies if there is any disconnect with related to the account activities and the profile of the customer.

· Involve in training and implementation of KYC policies and procedures within the team.

· Review of corporate accounts in relation with the KYC policies and anti -money laundering norms.

· Analysing the KYC of the customers both private and corporate customers based on the products, banking relationship and the jurisdiction of their presence. 

· Close review of the countries and the jurisdiction that businesses are involved with along with their major suppliers and customer.

· Ensure that the approvals are in line with the internal compliance policies while opening accounts for high risk based customers or nationalities.

· Preparing MIS/Dash boards daily, weekly and monthly for reporting purpose for the entire ASU unit.

· Coordinating with the entire branch (UAE) for any discrepancy in the AOF and documents supporting the same.

· To provide adequate support in respect of various legal or compliance matters arise out of the business transactions.

· Ensure smooth coordination within the other sub-units of account opening.
· Report unusual transaction pattern that appear in the transaction profile of the customer while doing the document verification to the senior’s and floor managers.

· Liaise with compliance division of the bank for the movement of police case files.

· Daily MIS reporting of account opened by the Operations and branches and sending the necessary escalation for documents not received by centralized operations.

· Preparing the process manuals and standard operating procedures for the department.
· Played a key role in the implementation and standarisation of OPSAL- an internal system created by NOOR BANK for account opening.
· Responsible for Quality Check after Quick Data Entry of individual accounts and corporate accounts.
· To be check and approve the details updated in the system (IFLEX)

· Preparation of Daily, Weekly and Monthly MIS for Logins, Amendments & Approval.

· Manage and monitor online system - Customer Application Systems, OPSAL & EDMS.

M/s. HDFC ADFC  Ltd.  Thrissur, as an Operations Executive - April 2008 to August 2008

Job Profile

· Pre-Disbursal Non discrepancy check of Loan documentation, verification of credit norms and updating corresponding subsidiary records.

· Day to day analysis of errors in files and report to Operation Manager.

· Disbursement Authorization upto payment release to customer.

· Preparation and reporting of daily, weekly and monthly MIS.

· Training to supporting staff regarding various updating in the software.

· Expert with Banking Software (FINNONE, LOS, FINWARE, FCRM etc..)

ICICI Home Finance Company Limited: Operation Executive at, Trichur :November 2006 to December 2007
Job Profile

· Managing the Customer Service Department

· Effective Co-ordination of customer queries and meeting deadlines in web based Query Management System – (Finnacle based Customer Relation Management.)

· Coordinator for Daily Disbursement Activities 

· End to end process knowledge in loan processing In Finnone system from sanction to disbursement in Home Loan and Consumer Products.

· Preparation and reporting of daily, weekly and monthly MIS

· Timely disbursement of Files adhered to Month end Deadlines

· Pre-Disbursal Non discrepancy check of Loan documentation, verification of credit norms and updating corresponding subsidiary records

M/s. Continental Mercantile Corporation (Inc. Administrative Assistant), Ernakulam (HRD, Management & Overseas Recruitment Consultants) May 2006 to November 2006

Job Profile

· Handling Office Works and typing Data Entry works in MS Office
· Ensured the efficient day-to-day running of all operations and provide confidential administrative support to the Administrative Officer
· Job orders Posted into www.gulfjobs.org Website
· Handling CV’s downloading from Monster.com, Naukri.com etc. sites.
· Sorting and Preparation of Emigration Documents.
· Correspondence typing of all documents by office root line
M/s. Dolours Church Kuries (Basilica) :Accounts Clerk, Thrissur, April 2002 to May 2006

Job Profile

· Preparation of Cash Book with supporting vouchers

· Handling cash for day to day expenses
· Preparation of Loan Accounts and Ledgers

· Proper maintenance of Receivables & Payables Ledger, Preparation of schedules of Interest Payable and Receivable

· Providing continuous feedback to Management
· Deposit Ledger Preparation and verifications.

· Preparation of Trial Balance, Profit and loss & Year ending procedure works

· Office Administration and typing Data Entry works in MS Word and Excel

· Dealing with mail enquiries, telephone enquiries, clients, and preparation of correspondence.

Academic Qualification

· 1998-2001 B.com (Co-operation) at Co-Operative College Thrissur (University of Calicut)– 51%

· 1996-1998 Pre-Degree at St. Thomas College, Thrissur. (University of Calicut) – 52%

· 1996  S.S.L.C at Govt. High School Anchery (Secondary School Leaving Certificate) -63%

Technical Qualification

· 1998-2000 Completed Post Graduate Diploma in Computer Applications (P.G.D.C.A.)
· 2001 Typewriting English Lower (Board of Technical Examinations, Kerala)

· 2002 Computer Word Processing (Board of Technical Examinations, Kerala)

Software knowledge

Operating System


:
MS DOS, WIN 98, WIN 2000 & WIN ‘XP

Languages



:
FoxPro and C

Application Software 

:
Excellent work experience in MS Word, Excel, 

Power Point & MS Outlook






:
Tally 6.3






:
IFLEX, FINNONE, HPS & LOS





:
English Typing (Speed 50 wpm)

Achievements, Initiatives and Recognitions

· I got SHUKRAN award for my overall performance.

· I got award from ICICI BANK LTD, Thrissur for better performance done in operations Executive.

· TAT Improvement by implementing Five-S
· Process initiative by Patent Submission (Owns 10 Patent ideas)

· Co- ordination with Sales and Credit Dept for Best TAT* and Quality Improvement.
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Age & Date of Birth
:
34 & 24th April, 1981

Marital Status

:
Married
Sex


:
Male

Religion & Caste
:
Christian , R.C

Nationality

:
Indian

Languages Known
:
English, Hindi, Tamil and Malayalam.

Passport  Details [image: image3.png]


   
[image: image6.wmf] 


Place & Date of Issue
:
Cochin, 06th September, 2011

Date of Expiry

:
05th September, 2021.

DECLARATION
I hereby declare that the above facts and figures furnished by me are accurate and true to the best of my knowledge.

Place : Dubai

Mejo 
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