
ArshadAhmadSiddique
1. MobNo:/,/9569130914EmailId:-arshad.ahmad447@gmail.com

Objectives:-Lookingforahighgrowthopportunityinorganizationprovidingagoodworkingenvironmentalongwith
suitableopportunitiesofprofessionaldevelopment.SeekingChallengingassignmentsinManagerialroleinan
organizationofreputedintheverticalofAdministrationandoperationforacareerencompassingprofessionaland
personaladvancement.

ProfessionalSummary:-

PresentlyDesignatedwithSamruddhaJeevanMultiStateMulti-PurposeCooperativeSocietyLtd.asaOperationand
AccountsManagerlookingaftertheentirefunctionofthebranchwhichincludesOperation,Accounts,PolicyServicing,
HR,RenewalandLapsation,CustomerService,etc.
Adynamicandresult-orientedManagerialProfessionalwitharound3yearsofsoundexposureinthefieldof
CustomerService,SalesandOperation.
Motivatedandgoaldriventeam leaderwithstrongworkethic,continuouslystrivingforimprovementcoupleswith
excellentadministrativeaptitudeandthecommitmenttoofferqualitywork.
Possessgoodcommunicationskillsandrelationshipskillswithexpertiseinthefollowingarea.

Achievement:-WorkingwithSamruddhaJeevanMultiStateMulti-PurposeCooperativeSocietyLtd.Companyhas
promotedas
anAdminandHRManagerIncludingPastresponsibilityaswell.TallyERP-9MsExcel,TDS,ServiceTax.GST.

5OrganizationalSummary:-

CompanyName: -SamruddhaJeevanMultiStateMulti-PurposeCooperativeSocietyLtd.
Duration: -14Aug.2013–20March2023
Designation: -AccountOperationExecutive

OrganizationalSummary:-

CompanyName: -SamruddhaJeevanFoodsIndiaLtd.
Duration: -Sep.2012–13Aug2013
Designation: -AccountOperationExecutive

JobDescription:-

 ManagingentirefunctionofthebranchwhichincludesBackOfficeWork,AdministrationWork,Accounts,HR
work.

 ResponsiblefortheentireOfficeOperations,Training,CashManagement,OfficeAdministrationetc.
 Ensuringexceptionalcustomerserviceexperienceforeachcustomereverytime.
 Ensuringsmoothoperationsworkonandofftheofficefloor.
 EnsuringControllablecostsaremaintainedwithinthebudget.
 Keencustomercentricorientationwithexcellentcommunicationskillsandabilitytointeracteffectivelywith

keypersonnelatalllevels.
 Handsonexperienceinconductingcrosstrainingwithprocedures&preparingreports,presentations,

manualsandotherdocumentsasneeded.
 Additionallyresponsibleforprocessingnewaccount&maintenanceforbothcashandnon-cashtransaction

onthedayofreceiptortheagreedtoservicelevels.
 ResponsibleforaccumulateWeekly&MonthlyAccuracy&Productivityreport.
 Chaseonshoreteam regardingupdates&Discusserrors.
 Excellentinterpersonal&communicationskillswithstrongabilitiesinclientrelationshipmanagement.



CompanyName: -BirlaSunLifeInsurance-AdityaBirlaGroup
Duration: -Feb2010–May2011
Designation: - OperationExecutive

JobDescription:-

 SolvingtheProblemsrelatedtoDocumentation.
 Officemaintenanceandadministrationworks.
 CoordinatewithclientsfornecessarydocumentsforCustomsclearance.
 SolvingtheProblemsrelatedtoDocumentation.
 Updatingtheclientsregardingthestatusoftheirinvestmentsfrom timetotime.
 Preparingdaily,weeklyandmonthlyconsignmentstatementsandprovidethesamethroughe-mailtothe

clients.
 Coordinatingwithallbranchofficeslocatedwithintheallottedarea.
 Ensurepropercoordinationwiththeclients.
 Keepingtrackofthesalesandcustomercomplaints.
 Abilitytofunctioninalmostanyscenarioandgotheextramiletogetthejobdone.
 Assistedthecollectionsdepartmentinobtainingoutstandingcustomerdebts.

CompanyName:-HDFCBankLtd
Duration:- March2008toFeb2010
Designation:- PersonalBanker

JobDescription:-

 Driveanddeliverexceptionalsalesperformancebyidentifyingandmeetingcustomerneedsthroughselling
crosssellingofretailproducts.

 Managecustomerqueriesandcomplaintsbytakingownershipandresolvinginatimelymanner.
 Identifywhenwheretorefercustomerstoanappropriateareaofdeliveryforspecialistsaleshelporadviceif

outofhisherscopeotherwiseactasthekeypointofcontactforallretailcustomerneeds.
 Conductsalescallsmeetingswithpotentialclientsandattendtoclientmeetingstopresentbankproductsto

enhancesalesofthebankbranch.
 Providingproductinformationactivelyseekingtoacquiredeepenretainandsatisfyprofitablerelationships.
 Deliverexceptionalretailbusinessperformancethroughexcellentcustomerservicing,queryresolutionsand

meetingbranchsalestargetsassignedtome.
 Datapunchingforbankclients.
 Workedaspersonalbankerforfrontofficeandback-officework.
 Workedonback-officesoftware
 CASA,GoldForm,NRIform,FDform fillingandchecking.
 CustomerProblem solving.

EducationQualification:-

S.No. NameOfInstitute Board Year

1. R.M.LCollege,Sultanpur B.A. 2002

2. S.H.I.J.I.CKichhauchaCollege U.P. 1998

3. S.B.H.S.S.Nandigram BharatkhurdCollege U.P. 1996

PersonalDetail:-

Name:- ArshadAhmadSiddique
Contact:-8172861976
CorrespondingAddress:-SBDHOMEFlatNo,101InderPrasthNagar,Lucknow.
EmailID:- arshad.ahmad447@gmail.com
MaritalStatus:-Married

ArshadAhmadSiddique

Date:-


