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       PROFILE
· Sincere and diligent professional with 10 years of experience.  7   Years in Retail Branch Banking, Bank Operations, Client Relationship Management and 3 years’ experience in the field of Health Care 
· Industries as a relationship manager. Currently working as Branch Operations Manager at KOTAK MAHINDRA BANK  and managing entire operations of the branch 
· Equipped with the knowledge of Banking Laws, Procedures & Processes.
· Competencies range from retain banking operations, business development, client acquisition/ management; demonstrated success in acquiring, converting, retaining & managing high value clients
· . Excellent Relationship Management skills, articulate, combine strong business acumen with the ability
· to conceive profitable and efficient solutions. Have worked extensively towards corporate salary segment 
    Core Competencies
    Branch Banking Operations Customer Relationship Management Banking/Financial Products  Liaison/Coordination  People      Management  Strong Interpersonal Skills  Basic Administration 
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PROFESSIONAL EXPERIENCE & DEVELOPMENT
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⮚ Kotak Mahindra Bank Ltd (Branch Operations Manager)
  April 2019   till Date                                                                                                             [image: image3.jpg]kotak

Kotak Mahindra Bank





· Maintain overall branch operations in order to provide a superior customer service experience and ensure adherence to guidelines for banking operations at Suryoday

· Ensure timely redressal of the grievances of customers as per grievance redressal guidelines at Suryoday and inform the Branch Manager of instances requiring his/her personal attention

· Monitor branch footfalls and ensure daily alignment of branch operations as per footfall trends

· Responsible for all Banking operations including coordination with central processing hubs

· Ensure maintenance of adequate stock of security items, passbooks and various forms required for deposits & advances and other transactions

· Responsible for internal control and reporting of results of the branch

· Responsible for cash transactions in the Branch including cash management, tallying of cash with reports in system, maintenance of registers for cash transactions etc.

· Provide final approval on key customer documents in loan applications and KYC in account opening forms prior to sending the same to the processing hubs 

· Ensure periodical balancing / tallying of books of accounts and monitoring of fraud prone sundry items as prescribed

· Scrutiny of daily vouchers, verification, protection and preservation of voucher bundles and records in use. Ensure segregation and destruction of old records as per the policy after obtaining permission from the competent authority

· Ensure smooth overall operations of the branch IT systems and especially day-begin and day-end of the branch software systems

· Monitor preparation of annual indent of stationery and security items as per norms

       ⮚ Yes Bank Ltd                                                                                                       [image: image4.jpg]



             November 2016 till March 2019
· Responsible for handling the day-to-day banking functions at the branch, servicing customers, 
· handling queries, complaints and requirements of customers In-depth knowledge of the teller and welcome desk counter and its supervision/monitoring 
· Generate various MIS reports as applicable ( E.g.: Account Opening, Term Deposit Opened T Balance Sheet, Stop  Payment, Large Cash Transactions , TOD , BJR, Remittances, Deposit & 
· Withdrawal, Foreign Currency Transaction etc)Verification and checking of account opening forms. Ensuring the customer receives the account 
· Addressing the needs and requirements of walk in customers and prospective customers. To WoW customers by meeting & exceeding their service level expectations with a clear objective of attaining 
· competitive advantage in serviceDo need based selling- To be able to successfully probe and understand clients needs & 
· requirements in order to be able to effectively x-sell other Products & Services of the Bank.Inward/ Outward Entries and Authorization
· Client Servicing and new client acquisitions through references and existing base and walk ins
· Assist in new products, processes or systems roll out
· Ensure comprehensive compliance with all regulatory and statutory requirements as relevant for 
;Assist the Branch Service Delivery Leader and Branch Business Leader in preparation of any audit 
· related deliverables both internal and external Supervision and authorization of all teller inputted transactions.
· Monitoring teller productivity and give guidance on improving the same in conjunction with BBL.
· Provide constructive feedback, identify training and development needs of the team and conduct 
· internal training at frequent intervals to meet the training requirements.Review any un-reconciled/ outstanding entries  status, follow up and closure. Review EOD and BOD 
Responsible for efficient and effective cash management including home banking. 
· Responsible for ensuring timely corporate salary processing.
· Ensure comprehensive compliance with all regulatory and statutory requirements as relevant for 
· various products and services from a branch perspective.Responsible for overall Branch Operations and Audit compliance.
· Monitoring of KYC, AML and early warning alerts, respond within TAT prescribed.
· Responsible for efficient processing and adherence of TAT, as specified for all financial and non 
· financial transactions and customer requests.Manage client portfolio and deepening client relationship with cross sell of various bank products.
⮚ HDFC BANK LTD.                                                                                                                         
             August 2013 to September 2016                                                                                            [image: image5.jpg]~ HDFC BANK

We understand your world





Assistant Manager, Welcome Desk & Teller Operations 
· Ensuring high quality   service and customer Relationship Management
· Managing customer centric banking operations, forwarding customer instructions to the concerned 
· department & ensuring customer satisfaction by achieving delivery & service quality norms.Own all branch key objectives and work towards achievement of the same.   
· Ensure achievement of assigned plan across CASA Numbers, Vales, Loans by generating business 
· and cross salesComplaints Handling
· Review Branch Operations reports 
· Branch Merchandising & co-ordination with Marketing.
· Establish healthy business relations with clients & external associates for securing repeat business & long term  
· Customer loyalty and worked towards solving their queries and complaints efficiently.Review Suspense & Dummy accounts
· Ensure compliance with Banking rules, Regulations & Procedures 
· Experienced in Branch Operation, Client Relationship Management, Administration
· Maintained a well-developed working knowledge of the complete line of products and services offered , taking responsibility to keep up to date and request assistance for further development needs. ⮚ Vibes Health Care Limited
            March 2012 till June 2013
· Slimming In-Charge with 
· Client consultancy on diet related issues
· Sales of the healthcare (slimming) department and takes care of the relevant manpower to ensure productivity in the department Overall responsibility of man power planning and recruitments.
⮚ VLCC Health Care 
             June 2010 till March 2012
· Worked as Diet, Nutrition And Sales Counsellor.
Projects Done
· Project on Employee Engagement from Titan Industry Ltd -  April 2013 to  June 2013 
· Project on Biochemical composition of Indian Mud eel Amphipnous cuchia, from Calcutta University, 
· Kolkata [90days] in 2010.Internship in Diabetic clinic from SSKM Hospital, Kolkata [15 Days] on 2008
Certifications • Cleared AMFI (Association of Mutual Funds in India) exam in 2013. AMFI is a nodal association of mutual funds across India. AMFI provides useful knowledge and insights regarding mutual funds and investments.
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EDUCATIONAL & PROFESSIONAL CREDENTIALS
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· Master of Business Administration ( Human Resource)- Sikim Manipal University with the score of 66% in 2013
· Master of Science [Food Processing and Nutrition Science] from BESU, Shibpur, West Bengal with score of 71% in 2010.
· Bachelor of Science [Honours in Food & Nutrition] from Maharani Kasiswari College, Calcutta University, with score of 64% (2008)
· Schooling from L.H.V.G, West Bengal Board of Education, Kolkata | First Class throughout. 72% in 
Class XII , 2005 & 65% in Class X, 2003)
Computer Proficiency: 
· Windows, MS Word, MS Excel, Ms PowerPoint, Internet and Email Applications
· Finware (I Flex)  and Flexcube Banking Software
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Date of Birth: 8th September, 1987; Language Proficiency: English, Hindi and Bengali; References: Available on request
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