MOHINI DINESH
302, Jay Balaji Nagar Co-op. Hsg. Soc.





Cholegaon, Thakurli (E)

Mobile   No:  8879239084


Career Objective: 

At this initial stage of my career, I would like to work in an organization, which believes in adding value to its employees, its clients and ultimately to the business. Looking forward for a challenging and growth oriented career in Service Sector.

Educational qualifications: 

· Bachelor's degree in Commerce from L S Raheja College of Art and Commerce         (Mumbai University). This three-year course was completed in  1999 

Computer knowledge: 
· Office automation
:
:
Ms word, Ms excel, Power point, internet
· Operating system

:
Microsoft – Windows 98,2000 & XP
Ms Dos
· Type Writing

:
Passed GCD Examination in Typewriting Speed 40 w.p.m
· TALLY ERP 9

Banking Software’s and Modules worked on:

Flexcube, BCIF.

Professional Career:
1. Globe Net Systems and Solutions :- Office Assistant for 1 Year
Job Profiles

Providing information to the students regarding courses, taking fees making receipt attending calls.

2. Pidilite Industries Ltd worked as Office Assistant for 1Year

Job profiles
Taking dictation in long hand typing letters taking printout taking Xerox maintaining files attending calls.
3. Bhartiya Vidya Bhavan, Grant Road worked as Account Assistant for 1 year
Jobs Profile

Data entry in excel sheets typing letters maintaining files attending calls.
4. Kotak Mahindra Bank Limited: Worked with Kotak Mahindra Bank Ltd as Associates for 2 and half year. (Banking Operation, Central Processing Centre)
5.  Presently working in Dharmananda Diamonds Pvt Ltd Since February12 2017 to till date)  (As a Data Entry Operator /Office Assistant)
Job Profile:

· Efficiently create customer relationship number (CRN) to filing all mandatory fields which is important information about the customer. 

· Efficiently to work in channels Dept. In the BCIF system To Giving channels of Net banking, Phone banking, Payment Get way, Mobile alerts & issuing Debit cards, maintaining relation ship between two partners.

· Worked in Account opening & maintenance team in Flexcube system at account level i.e. Current and Saving accounts for individual customers, Sole Trading concerns, Partnership Firms Limited Companies, Trust and HUF (A/c opening, getting a/c number, maintaining operating instruction, issuing cheque book, statement maintenance, giving facility of sweep in & out facility, maintaining the standing instructions, Waiving service charges, set a OD limits, maintaining a nomination etc.)

· Worked in Term Deposit team in Flexcube system i.e (Opening Term Deposit, Individual and Corporate Account, Redemption rebooking, Liquidation of Term Deposit etc.)


Personal details:

· Name
:
Mohini Dinesh
· Date of Birth
: 
11th  August  1978
· Nationality

:
Indian

· Marital status

:
Married
· Languages Known
:
English, Hindi, Marathi and Malayalam
· Interests and activities:
Reading, Sports and listening to music.

