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Designation: Front Office Assistant and Backend Sr. Executive
Company Name: Alankit Assignments Limited
Department: Depository Participant
Years Of Working: Dec 2005 TO Jan 2013
RESPONSIBILITIES:
· NSDL / CDSL - Account Opening Capturing and Verification of All Types of A/C’s And Handling All Problems.
· NSDL/CDSL - Change in Demographic Details - Capturing and Verification Handling All Problems.
· NSDL/CDSL – Demat/Remat/Rejection- Receiving, Capturing and Verification and Handling All Problems.
· NSDL/CDSL – DIB Book – Issuing On Slip and Letter, Feeding and Stopping In Back Office (Synergy) and Handling All Problems. 
· Delivery Instruction - Slip Receiving And Capturing

· Nomination
· Minor Attaining Majority
· Power Of Attorney Registration/ De-Registration
· Shifting/ Closure Of CM Account
· Transmission

· Addition Works Of NSDL And CDSL -
a. Waiver Upload And KYC Upload On SQL 

b. Circular Updating

c. Internal Audit Of Account Opening, Change In Demographical Detail Of NSDL And CDSL.
· Maintain Files – 
a. NSDL / CDSL Internal Half Yearly Reports  And Inspection 

b. IGR Reports 
c. Minor Turned To Major Holder And Nominee 

d. Branch And Franchisee Approvals 

e. Pan Problems

·  KYC Registration Agency (KRA) Operations Of Intermediaries Handling All Works As Per Following Features.
a. Verification Of Availability Of KYC Record In NDML KRA

b. Processing Of KYC Documents Where KYC Details Are Not Available In NDML KRA

c. Upload KYC Details and Image To NDML KRA

d. Download KYC Information From KRA

e. Modification Of Clients Details

f. Confirmation Of Electronic Request By NDML KRA 

g. Status Transition In NDML KRA System

· Solved All Problems With Communication Of KRA, NSDL and CDSL


Designation: Backend Sr. Executive

Company Name: Zuari Investments Limited (Kailash Colony, New Delhi)
Department: Depository Participant

Working From : 08-Jan-2013 to as on 
Responsibilities: * All Supervision of KYC (Verification of Documents)


                      * Customer and Branch Coordinate 

PERSONAL SKILLS

· INNOVATIVE AND CONFIDENT
· SYSTEMATIC WORKING STYLE BY SETTING DEADLINES.
· HARDWORKING AND SINCERE

COMUTER  PROFCIENCY
· EXCELLENT KNOWLEDGE OF MS OFFICE.
· WORKING ON INTERNET AND MICROSOFT OUTLOOK.

HUSBAND NAME     : GOURAV KUMAR
FATHER NAME         : BRIJ KUMAR

DATE OF BIRTH       : 31st Jan-1987
SEX

           : FEMALE

NATIONALITY          : INDIAN

MARITAL STATUS   : MARRIED

I Here By Declare That The Above Information Mentioned By Me Is Correct To The Best Of My Knowledge And Belief.
PLACE: DELHI              






HARSHA VERMA

DATE:

Harsha Verma





      Address:-B-67 B-Block Street No 05 Bhajanpura 


Delhi 110053


Mobile no. - +919711901760


Email: harshaverma25@gmail.com





OBJECTIVE





Looking for a challenging & learning environment that would provide me opportunities to utilize my skills.








ACADEMIC QUALIFICATIONS








CAREER HISTORY 1








CURRENT HISTORY 








KEY COMPETENCIES AND SKILLS





PERSONAL PROFILE





DECLARATION
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