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DEENA MARY BARCLAY
Mob:   +91 8951822916
E-mail: deenamary29@gmail.com
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OBJECTIVE:

To work in a reputed organization where my experience can be effectively utilized to improve operations and contribute to the success of the company.

QUALIFICATION:

· Academic

Bachelor’s Degree in Commerce : Mount Carmel College, 1997, Bangalore University.
S.S.L.C : Sobhana Memorial High School, 1992, Bangalore University, India.

· Professional

Diploma in Computer Applications : Aptech 1998, Bangalore, India.
Accounting Software Packages: Tally 6.3, Tally 9, Smart Express

WORK HISTORY:

· IBM / Concentrix, Bangalore, India			04 Feb 2013 – 1st Sep 2024

Australian Bank - Mortgage Process:

Senior Representative – Payouts Team ( Non - Voice )
Senior Representative– Top up LOV Team ( Non - Voice )

Payouts : Over 6 years in this team which was a high risk process. Calculating the payout figure to customer to release his property mortgaged with the bank.
· Handled incoming and outgoing calls with clients ( bank staff - onshore ) to discuss and get clarity on certain scenarios.
· Training new team members virtually and at office too whenever required.
· Supported the team by drafting emails to correspond with clients.
· Floor support at office and virtually.

Topup LOV: Over 5 years in this team which was also a high risk process. Identifying if the documents are genuine and calculating the topup to provide on the property mortgaged by the customer based on supporting documents.
· Email chats with clients ( bank staff) and supported the team with drafting emails.
· Backup QA role for a year.
· Supported the clients to wind up the process as it got merged with another process.

· Amazon, Bangalore, India				May 2012 – Sep 2012

Worked as Catalog Analyst (Contract basis).

· Creating New Item Setup for advertisement on Amazon website using Excel.

· Private Tutions for school children at home.	Aug 2010 – Dec 2011

· Propsouq Real Estate Broker LLC, Dubai, U.A.E.	Nov. 2008 –  Nov. 2009

Worked as Receptionist Cum Accountant.   
 
· Handling Front desk, Admin. and Accounts of the office.
· Co-ordinating between field staff and management.
· Noting details of new clients and service request of existing clients.
· Handling Petty Cash, Bank Accounts.
· Handling stationary, purchase orders, quotations, courier.
· Preparing of invoice, receipt and payment vouchers for sales and office expenses.

· Private Tutions for school children at home.         Jan. 2006 – Mar. 2008

· Maybury (ME) General Trading LLC, Dubai, U.A.E. Nov. 2002 – Jun. 2005

Worked as Accountant Cum Administrator. 

· Prepare invoices, goods receipt note, receipt and payment vouchers.
· Prepare aging of receivables and payables.
· Costing of importation and reconciliation of inventory.
· Prepare fixed assets schedules, prepayments and accruals.
· Bank reconciliation and coordinate with the bank on import settlement and export documents.
· Prepare various schedules for FS preparation and journal vouchers.
· Reconciliation of ledger accounts.
· Prepare monthly payroll, Allocation of petty cash.
· Followup with customers for receivables, making outstanding statements.
· Performing personal executive’s assistance responsibilities in their absence.

· Private Tutions for school children at home.             Jan. 1999 – Aug. 2002

PERSONAL DETAILS:

Father’s Name				:	R. Amirtha Raj ( Late ) 

Husband’s Name			:	Dexter Joseph Barclay

Date of Birth 				:	29th July 1976

Nationality 				:	Indian

Religion				:	Christian

Marital Status				:	Married

Passport Details			:	V3015105 (21-09-2021 to 20-09-2031)

Languages Known			:	English (Read & Write)
Hindi (Read & write)
						Kannada (Read & Write)
						Tamil (Only to speak - Mother Tongue)

Residential Address 	:	No: 2, 1st floor, Chikka Banaswadi Main 	Road, OMBR Layout, Bangalore 560 043.


- 1 -

image1.jpeg




