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PROFESSIONAL SUMMARY
Financial Sales & Human Resource Management Professional
Effective Senior Officer with over all 9+ years of experience which includes 4 years in Banking and 5 years in HR approximately. Skilled in funding and sales management. Seeking to increase profitability by higher percentage. Ability to raise profits in minimum time bar by controlling costs through directed employee idea programs at all business levels and strategic product development.

WORK EXPERIENCE
Senior Officer – Retail Banking
Jan 2019 - Present

Bank of Bahrain and Kuwait, Mumbai, India


· Effectively handling the identification & management of provisioning on NPA accounts.

· Calling NPA accounts to clear of their dues. Checking of overdue report and calling the customer for the same.

· Interacting with the new as well as existing customers of the bank, handling there queries with respect to their accounts as well as address their other problems.

· Role involved scrutinizing proposal forms and KYC documents submitted in support of new loan.

· Preparation of MIS & escalating the same. Managing and maintaining database.

· Knowledge of preparing NOC, No Overdue Letter and other letter related to the borrower. Knowledge of preparing Corporate Entity Approval and Consumer Loan Procedure.

· Preparing monthly performance report for Pan India.
June’2020 till Jan’2021 - Customer Care Department – Cash Desk Management (temporary swap for Covid19)

· Perform routine bank telling tasks, including making deposits, withdrawals, transfers, and cash advances, receiving loan payments, and cashing checks

· Maintain and balance the cash drawer on a daily basis by accounting for cash assigned, received and disbursed.

· Open and close a variety of types of accounts, process address changes, and collect security box rental fees.

· Record all transactions promptly, accurately and in compliance with bank procedures.

· Answer inquiries regarding current and saving accounts and other bank related products.

· Perform inward/outward remittance, including data entry, document filing and record keeping.

· Processing manual outbound payments to customers in the required currency, ensuring high degree of accuracy, in a timely manner and in compliance with all business policies and procedures.

· Ensuring manual inbound payments are correctly allocated to the customer facility in a timely manner and in compliance with all business policies and procedures.

· Clearing of Inward and Outward of cheques.

· Knowledge of RTGS Inward & Outward. Knowledge of Finacle10

September’ 2020 till date - Private Banking Vertical Department (Additional Work) - Focusing on Resident and NRI Portfolio
· Handling of NRI clients
· To focus on the existing accounts and improve the quality of the portfolio in terms of the regulatory compliance, wallet size and cross sell.

· To concentrate on building up a rapport and strengthening the client interface with the Bank.
· To work in close alliance with RBD and NRI divisions in reaching out to the pan India and NRI clients of the Bank.
· Responding to client inquiries on documentation, account balances, account activity, statement information, securities transfers, security information, general product and/or service information.

· Liaison with Operations/Product teams, group service providers and dealers.

· Servicing of Banking customers in terms of cheque referrals, statement requirements, Re-KYC, Risk Profiling.

· Maintaining existing accounts through excellent client service, creating and maintaining client files, obtaining required documentation.

· Generate opportunities for cross-sell on Mutual Funds, Life Insurance, General Insurance, Term Deposit, Home Loan and other transaction generating products.
· Engaged in attracting clients to invest in short and long term investments in the Indian markets.
· Opening New Savings Bank a/c of Existing customer’s/family members.
Secretary to Country Head
Aug 2017 - Jan 2019

Bank of Bahrain and Kuwait, Mumbai, India


· Take care of all secretarial and administrative requirements of CH’s Office.

· Preparing and maintaining schedules and agendas for meetings and appointments. Travel arrangements for the Country Head. Provide necessary timely alerts.

· Provide efficient support on all matters of CH’s office, and liaise with all the departments for efficient information flow and various MIS reports.

· Keep a close liaise with all external agencies, connected with CH’s office.

· Arrange for all the internal Committee and other meetings as per instructions; attend and prepare the minutes; efficiently follow up all the matters entrusted. Provide necessary feed back to GM, in time.

· Greet visitors, pass on messages and follow up on appointments in a timely way. Maintaining confidentiality of all official matters and documents related to the department.

· Guide and train the janitor to work their best potential and perform effectively together as a team.

HR and Admin Head
Jan 2014 - Jul 2017

Shree Mahalaxmi Developers, Thane, India


· To prepare and update Organization Structure for the division as per the business requirement.

· Responsible for Manpower planning and Candidate management. Responsible for sourcing candidates from various sourcing mix like job portals, vendors, social networking websites, campus selection.

· To maintain employee database. To manage on-boarding, new hire orientation, exit formalities, confirmations, promotions, leave/attendance, transfers, and monthly salary processing.

· Queries pertaining to salary variances, certificates, maintenance of employee service files & documentation. Conducting Exit Interviews, Clearance and Exit analysis.

· Making and creating various policies according to the need and demand across the all line of businesses in the organization. Distribution of appraisal letters to employees. Handling post appraisal queries of the employees.

· Developing internal faculties for conducting in-house training programs for cost effectiveness as well enhancing skill levels. Monitoring the post training implementations as agreed by the employees during training feedback sessions.

· Responsible for coordinating various Fun Work activities (Team building games, Online games, Festive celebrations/Non festive, sports, medical camp, Corporate tie upstream picnics & Get together functions).

· Payroll Management. Tracking Time & Attendance Records & taking their necessary action for managing absence, disciplinary issues. Monthly Attendance Audit. Statutory compliances for all associates in co-ordination with the PF consultant.

Manager HR
Jun 2013 - Dec 2013

D Thakkar Construction Pvt. Ltd., Mumbai, India


· Wrote employee manual covering company policies, disciplinary procedures, code of conduct and benefits information.

· Responsible for proper coordination with department heads right from preparation of Job Description, preparation of various tests, handling and facilitating post recruitment activities such as offer letter generation, background verification for all selected candidates, induction and orientation.

· Managed on-boarding, new hire orientation, exit formalities, confirmations, promotions, leave/attendance, transfers, and monthly salary processing.

· Queries pertaining to salary variances, bonafide certificates, maintenance of employee service files & documentation.

· Conducting Exit Interviews, Clearance and Exit analysis.

· Provided monthly/quarterly reports on headcount, new-hire status, attrition, recruitment cycle time. Employee engagement activities.

· Rolling out the performance appraisal letters to the employees as per the increment sheet.

· Payroll and Leave and Attendance management. Salary slip distribution.

Associate Manager HR
Feb 2012 - Mar 2013

Modernizing Trend, Mumbai, India


· Manpower Planning & Budgeting

· End to End recruitment. Performing on boarding and induction for new recruitment. Arranging for joining formalities.

· Maintaining of employee database, updating of leave and attendance in excel.

· Distribution of Performance Appraisal.

· Arranging for Employee engagement activities, family get together and festival celebration.

· Handling statutory compliance, maintaining PF and ESIC record.

· Salary distribution and maintaining of data in excel.

EDUCATION 
Bachelor Degree in Commerce
Jun 2007 - Apr 2010

University of Mumbai • Mumbai, India


SKILLS
· Knowledge of setting up HR dept.
· Good understanding of market and various financial products.

· Strong Communication and Interpersonal Skills
· Comprehensive knowledge about sales and good negotiating skills.

· Experience in investment/financial services 
· Knowledge of Financial Products and Systems.
· Knowledge of Banking Products, Processes and Systems

· Maintain Confidentiality

· Relationship Building 
· Handling of NRI clients
· Finacle 10
· Proficient in Microsoft Applications
