

Pooja singh
Flat no 105, Pavitra Appt.
Near DVC colony
New yarpur Patna 800001 Mob. 9546912644
Email: poomri60@gmail.com

To, Dear Sir
I would like to tender my application for the vacant post in your esteemed organization. I am sure that my educational background coupled with the quality experience gained from Banking sector will certainly enable me to offer the best to your organization.
My diligence and commitment in my efforts and communication skill that I possess will prove to be valuable assets to your organization. I look forward to hear from you soon. I herewith enclose my resume.

Sincerely, (Pooja Singh )



POOJA SINGH


JOB OBJECTIVE
To serve company honestly and dedicatedly with growth opportunity, maximum cultivation of potential in company's interest. I am sure that my educational background coupled with the quality experience gained from Banking will certainly enable me to offer the best to organization. My diligence and commitment in my efforts & 8lcommunication skill that I possess will prove to be valuable assets to organization. Seeking assignments in the areas of Operations & Management.

SUMMARY OF SKILLS AND EXPERIENCE
Joined ICICI BANK in ( Sept 2003 ) in Branch Banking as an Officer
Worked in ICICI (From 2004 to 2006 ) in Clearing dept as an Senior Officer.
Worked in operations( From 2006 till 30th June 2015 ) looking into every aspects of Branch Banking
Worked as a Education Coordinator in Kid zee School , Anisabad Patna, (From 1st July 2015 to 30 June 2017) Worked as a coordinator in Tribhuwan School , Patna ( From 1st July 2017 to 30th November 2017)
Worked as a coordinator in Prarambhika School Patna ( From 1st December 2017 to September 2018)
Worked in JANA SMALL FINANCE BANK as senior executive looking into operations of Branch Banking from Dec 2018 till 31st August 2019
Working as a Office Manager in Prarambhika School  Patna From 5th August 2024  to till Date


ORGANIZATIONAL EXPERIENCE
Worked From 2010 till June 30th 2015 in ICICI Bank Ltd. as Assistant Manager. Handling the cash teller as a teller cashier.
Maintaining & updating all the books related to cash. Handling the keys of the cash.
Additional Custodian of gold & Forex.
[bookmark: _GoBack]Attaining & solving all customer queries at front desk relating to bank. Closely monitoring all the CR & SR raised over the branch.
Handling and updating (both register and online) of deliverables. Issuance of insta-card to customer as per request.
Looking after the audit parameters of the branch.
Generating revenue for the branch through different products. Looking after 15G & 15H forms
Looking after bills for the Branch (Expense, Telephone, Electricity etc.

SCHOOL OFFICE MANAGEMENT WORK
Managing reception
Handling student and parent communication, 
Scheduling, data entry, and Maintaining school records










PERSONAL DETAIL
Date of Birth: 10th March 1976 Marital Status : Married Languages Known : English, Hindi

ACADEMIC RECORDS
Graduation	: B.Com Year		1998
Institution/ University : New Delhi university

WORK EXPERIENCE:
Organization name : ICICI BANK Designation : As Deputy Manager

Organization : Kidzee School Designation : Education coordinator

Organization : Tribhuwan School Designation : PA to the Principal

Organisation : Prambhika School Designation : Coordinator

Organization name : JANA SMALL FINANCE BANK
Designation : As Senior Executive
