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	                                                                                                         Amrat.R.Shetty

808, Al Hammadi
Al-Qasimia

King Faisal Road,

P.O.Box - 72064

Sharjah, UAE

amrata0425@gmail.com
0097-1-505325860



Career Objective: 
To head a team of professionals in the organization and be a part of the core management.

Strengths: 
             Ability to foresee and grasp difficult situations 

EDUCATIONAL QUALIFICATION:
	EXAM
	UNIVERSITY
	  YR OF    PASSING
	CLASS

	M.Com (Part 2)
	Mumbai
	2005
	2nd Class

	M.Com (Part 1)
	Mumbai
	2004
	2nd Class

	T.Y.B.Com
	Mumbai
	2003
	1st Class

	H.S.C
	Mumbai
	2000
	1st Class

	S.S.C
	Mumbai
	1998
	2nd Class


PROFESSIONAL EXPERIENCE


2009 Feb Till Date

WORKING WITH Arabian Advertising,Sharjah as Office Administrator



Arabian Advertising is a total media solution company that specialized in ATL and BTL advertising.
Duties and Responsibilities:
· Create and maintain filling system record including confidential letter, keeping references files w/company policies and procedures in proper utmost care.
· Handled customer requests for advertising requirements and recorded requests into database.
· Served as primary contact for clients and advertising agencies on requests and inquires regarding schedules, invoices, pricing, etc.
· Managed customer account database and maintained client contracts and files.
· Prepare Presentation on an regular basis.
· Calling up the Clients for the Advertisement requirements.
· Co-ordinataing with the clients with the necessary follow-up

· Compose business correspondence and telefax
· Performed routine clerical duties and basic accounts routines.
· Collate, monitor and distribute all weekly and monthly reports ensuring that documentation/reports are available and fully up to date.
· Maintain Computerized Work order system as directed.
· Prepare letters,labels,envelopes,documents,reports,etc.
· Assisting the operations Manager for all kinds of administration,marketing/sales,and coordination and support activities
2005 OCT to DEC 2008

WORKING WITH ICICI BANK as CUSTOMER SERVICE MANAGER.




Job Responsibilities: 

.

· Working for “Private Banking Department” wherein we directly reports to “Business Manager”

· Handling customer queries addressed to Senior Management and Directors of the company in form of E-mails, Calls, Letters or Direct Walk-ins.

· Handling complaints marked to RBI, Banking Ombudsman and any other consumer forum.

· Maintaining Daily MIS for the Escalations Follow-up.

· Identifying weak links and their weak areas; and reporting to the concerned department for the action

· Contributing positively to departmental goals and objectives

· Drafting responses to be sent to the customer.

· Legal vetting of responses to be sent for the complaints received from RBI, Ombudsman and Consumer Forums

· Analysis of all the queries received.

· Circulating analysis to the Senior Management in case of any error or policy gap and its implementation.
2003 JULY TO SEP 2005

WORKING WITH SHREE KRISHNA ENTERPRISE as ACCOUNTANT.

                                   Job Responsibilities: 

.

· Good ability to handle day to day Accounts in Tally. 

· Cash Reconciliation Statement, i.e Inward & Outward Statement.

· Petty Cash Management. 

· Preparation of Bank Reconciliation Statement. 

· Maintain Inventory i.e Stock Reconciliation Statement. General Account related work such as Preparation of Vouchers Record keeping and Accounting transactions.

· Making Invoice and Challan. 

· Recording and Computation of Employee Salary. 

· Preparation of Book-keeping, Journal, Ledger, Trail Balance, Trading and Profit & Loss Account and Balance Sheet, etc.

TECHINICAL SKILLS


· Operating Systems: Windows XP
· MS-Office: Word, Excel, PowerPoint

· Internet Utilities

LANGUAGES KNOWN





English, Hindi, Marathi.

HOBBIES





Music, Internet Browsing

PROFESSIONAL QUALIFICATION

► Basic Computer Course from “APTECH” Computer Institute.

► Tally Package 5.4 from “APTECH” Computer Institute
Personal Profile                      

Father’s Name:            Sanjeeva Shetty

Husband Name:          Rajaram Shetty


Date of Birth:              25th April 1982

Citizenship     :            Indian.

Marital Status:            Married.

