MR. LEELA  SINGH
Ph no: - +91 8814971042
Email: - Leelasinghgour@gmail.com

                                                                                                         

OBJECTIVE

To obtain a challenging position in a leading and progressive organization where my interpersonal skills can be recognized, applied and utilize.
Experience  with Indo Nissin Foods  Pvt Ltd  As a Assistant P&A in Personnel &Administration Department at Bawal  Location for the 01/04/2016  To 30/04/2018.
WORK EXPERIENCE:-
                    Organization
:        Fusion Microfinance pvt  Ltd.


         Designation
:        Branch  Manager.


         Duration

:        Aug 2015 To March 2016.
Sales &Monitoring:-
· Identify and conduct surveys of new working areas for group formation.

· Conduct projection meeting and form Groups .

· Rate the groups as per the organizations criteria

· Ensure 100% repayment rate.

· Conduct loan utilization check.

· Conduct Financial Literacy Programs for JLG members.

· Promptly respond to all the customer grievances within 48 hours of receiving the complaint.

· Conduct weekly meetings in branch for ensuring quality portfolio & employee satisfaction.

· Maintain & preserve all branch records & documents related to loan.

· Ensure proper on the job training to new recruits.

· Any other task assigned by the seniors.

· Handle a group of people, motivate, mentor & guide them to meet the end result as defined by the organization.
WORK EXPERIENCE:-

         Organization
:        HDFC Bank Ltd.


         Designation
:        Assistant Manager (Retail Branch Banking)


         Duration

:        November  2012  To December 2014.

        Operations:-

· Handling of cash receipts and payments and ensuring  transactions are carried out Within the prescribed TAT without  errors.

· Processing and Responsible for cash, non cash and Forex Transaction and posting ,Gold sales, Pre paid cards done by me

· Ensuring cash balancing and cash bundling.

· Issuance of DD/MC(within prescribed TAT).

· Executing of fund transfer, FD Closure ,Account Closure

· Custodian of Vault , Teller box, Cheque Drop Boxes

· Ensure no cash Shorts and Excess

· Ensure highest level of customer service.

· Assisting branch for implementation of all new process or guidelines issued by retail banking operation department.

· Monitoring all suspense accounts of the branch and ensuring no outstanding entries in suspense accounts.

· Responsible for generating business for various banking products like Savings & Current Accounts, Mutual Funds, Fixed Deposits, Life Insurance & General Insurance products etc.
· Filling of statutory returns timely and accurate monitoring & submission of all internal compliance reports.

· Ensure high standards in customer service & minimal service related complaints for the branch.

· Periodic  Checking of Vault Register.

· Periodic exchange of keys lodged with other Branch .

         Sales &Monitoring:-
· Generate all the sales leads for the liability products.

· Genaretes leads for credit cards, cross selling gold bars, forex plus card ,Gift plus card and  cross sell also TC`s, FX cash.

· Generate leads for the third party products to the customer like MF, Insurance, RBI Bonds also.

· Enhancing customer wallet size.   

· Monitor all large amount transactions and cash movement  them as per reporting schedule.

· Identification and closure of TOD Accounts on regular basis

· Fortnightly reporting on cash transaction over Rs.10 lacs

· Report for any suspicious transaction , Fortnightly suspense , Tod report on specified time.

          Maintenance:-

· Manage of all type of the register like that LTR updation ,Suspicious Transaction, DD/MC issue ,Gold sales register, backup tapes register, Vault register etc.

· Manage and Generate all the EOD reports and Vouchers and coordinate for binding and sending the same to vendor on regular intervals. 

Organization
:        Muthoot Finanace Ltd


         
Designation
:        Accountant Executive 

        
Duration
:        Novenber 2011 to November 2012


         
Location
:       Mahendergarh (Haryana)   
 Job Profile
· Handling Branch Operation like (customer dealing, Maintaining &keeping record, Cash Handling, BRS.CRM & outlook Operation

· Account, Deposit, Insurance, loan, Money Transfer

· Handling T.D.S & CRM, Joint custodian of strong room.

· Cash-in charge  
· Handling marketing & sale operations for achieving pre-set goals & market development efforts.
· Responsible for preparation of customer dealing within the stipulated time schedule and provide recommendation on all findings after discussion with the management.  

·  Responsible for preparation all the register and coordinate with the all audit replay, manage all the report and proper placing.

                          Organization
:        SEED NGO

         
Designation
:        Team Leader/Block Coordinator

        
Duration
:        June 2010 To October 2011


         
Location
:       Mahendergarh (Haryana)  

Job Profile

· Handling 20 Person Team For This Originations and Provide Proper Motivation and Inspire team Members.
· Banking A/c Open In TDI Machine and Post the All Data.Provide Necessary 
Direction for Achieving the Tragets. 
· Recruitment and Provide Training for the New Joiners and Responsible for the 
· All over Branch Operation And Sales. 
ACADEMIC QUALIFICATION

· M.B.A with dual specialization (Finance and Marketing) from Singhania  University (U.G.C Affiliated), Rajasthan in year 2010.              

· Graduation in Commerce from M.D. University in year 2008.

· Senior Secondary (12th) from H.B.S.E, Bhiwani(Haryana) in year 2005.

· Secondary (10th) from H.B.S.E., Bhiwani in year 2003.
I.T. SKILLS

                            Well versed with MS Office, Windows xp 98/ And internet.

                            MS-Office (Word, Excel, Access, PowerPoint, PageMaker).

PERSONAL INFORMATION

                Father's Name

:
Sh. Mamraj Singh



                Date of Birth

: 
15th .Nov. 1988

                Language Known 
:
English & Hindi

                Address

:
Village-Agihar,Post-pathera

                                                                  Distt-Mohinder Garh. (Haryana)-123034




Date: �    

Place: �   





                                   (LEELA SINGH)
