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Career Objective: To become an excellent Finical, Operational and Managerial administrator with a global organization with my articulate contribution for the development of the organization.

Achievements 

· Managing power to lead branches  to achieve their targets  and in back office  support 

· Focus and commitment to set and achieve goals with market change 

· Self driven with positive attitude  &  good Communication and PR skills 

· Excellent time and team management and administration skills 

· Initiative, innovative and the commitment to excel

· Strength of character and commitment to professional, social and personal values 

· Ability to visualize financial projections and fluctuations 

· Adaptability to situations and change management needs 

· Excellent technology and computer application skills 
· Excellent practical knowledge in accounting software.
Strength & Skills
· Experience in  Accounting, Administration & HR Officer, Customer support, Operations & Front Office Manager, Fin Executive, Relationship Manger & Managerial ability with multinationals.
· Attained good practical knowledge in Administration and financial operations to lead a group of employees.
· Well administrative ability to manage Office and employees.
· Ability to handle different types of customers  and their queries.
· Accounting experience in Multinational financial Firms- NBFC and share trading

· Served as liaison officer for branches and Head office in back office support in stocks and shares to clear the various problems.

· Achieved targeted payment recoveries  & Timely preparation of financial reports for managerial decisions 

· Assistance to financial auditing and excellent evaluation of performance from higher management

· Distributed monthly salary and other incentives to the employees as per the company rules and regulations

· Manage the fund flow and bank reconciliation for the smooth function of the day to day operations.
Careers:-
Senior Associate:
· Lead and acts as the immediate reporter of Branches and franchisees in Regional Office.

· Assist branches and franchisees in back office support in stocks & share in regional level

· Checking and forwarding KYC to H O from Regional office

· Supervising branches for Prompt collection and payment of pay in and payout.

· Keep recording of inventories 

· Supervising recoveries from the customers & Clear customer queries 

Officer Operations/ Admin Coordinator/Accountant
· Lead branches and executives in back office in stocks and shares.

· Coordinating and control the over all branch activities.

· Doing all branch accounts in Tally.

· Attending calls & clear customer doubts and marketing new products.

· Checking and forwarding KYC to H O.

· Checking pay in and payout promptly for control bad debts.

· Vendor’s payments in correct time.

· Office administration, staff attendances & leave details.

· Communication with H O in admin and accounts depts.

Regional and operation Manager cum Accountant
· Manage a group of branches to achieve targets, and in back office support.
· Prompt collection of pay in and pay out.

· Maintained administration, and secretarial work, selection of employees according to the management.
· Timely preparation of  financial reports for auditing and managerial decisions(tally.7.2)
· Mange the fund flow and bank reconciliation.
· Led marketing section and assist them to sell financial products in the competitive field. 
· Preparation and issue of salary and petty cash cheques  to the  branches

· Submission of Service Tax and PF periodically.

· Keeping branch wise and regional wise records separately.

Relationship Manager
· Achieved target on monthly basis.
· Timely information passes to the clients about the new products.

· Lead  group to achieve targets
Junior Officer cum accountant.

· Cash  receipts  and payments

· Receiving deposits and payments of loan against gold security.

· Worked with internal auditors- Fixed deposits and GL.
· Manage front office, enter staff attendance and attending tele calls.

· Customer Service and Secretarial work

Present employer 
 M/S. Future Metro LLC, Sharjah, UAE

Previous employers 
· HSBC Invest Direct Securities LTD:  (Stocks& Shares)  Senior Associate: Karnataka Regional Office, Koramangala, Bangalore , India( Since April 2009 to  2010)

· IL&FS Invest smart Securities Ltd: (Sub HSBC)( Officer -operation /Admin Coordinator:( Since July 2006 to April 2009)-...At Thrissur, Kerala. India (IL&FS taken over by HSBC)

· ICICI Prudential (part) : Relationship Manager-   for the period  of  2005  to 2009  

· Kotfin Securities Pvt Ltd: (Stocks & Share Broking firm)-  Regional Manager/Accountant- 2003  Jan  to 2006 July-  At Regional Office Thrissur, Kerala , India

· Manappuram Benefit Fund Limited- NBFC:-  
Junior Officer (1997 to 2000) Head Office Valappad. Kerala, India. (Non Banking Finance Firm)

Professional  Training  & Education:
· IICT-Luck now – MBA Specialization in Finance & HR
· University Calicut: Kerala India:  M.Com completed in 1999. 
· University of Calicut, Kerala India: B.com in the year 1997
Technical Qualification: 
Diploma in Computer financial Accounting- (Tally 7.3, Excel, Word. Etc)
 Personal Details:
Nationality

: Indian/Female/34/ 

Languages

: English, Hindi, Malayalam and Tamil 
Current Visa Status
: Employment: NOC Available
Declaration 
I  certify that  the  above  details  furnished  are  true  to the  best  of my knowledge  and  belief.
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