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Gulfjobseeker.com CV No: 78114
Mobile +971504753686, +971505905010  

cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
Age: 30 years
Nationality: Indian

Location: Mumbai, India
Gender: Female

Marital Status: Married
Visa Status: Tourist Visa

Objective:

A young & enthusiastic professional to work under global environment with key responsibilities and a role-playing attitude towards my goal. To obtain a good position and a remarkable performance that can enhance my abilities to inculcate with the organizational behavior and it needs.
Academic Qualifications:
	Course
	Institute/College
	University/Board
	Year
	Grade

	MBA
	JCD College Of Engineering & Management
	Kurukshetra University Kurushetra, Haryana, India
	2007
	Ist

	Bcom
	CMK Girls’ National College, Sirsa,Haryana, India
	Kurushetra University Kurukshetra, Haryana, India
	2005
	Ist

	HSC
	Maharaja Agarsain Senior Secondary School, Sirsa, Haryana, India
	C.B.S.E,New Delhi, India
	2002
	Ist

	SSC
	D.A.V Centenary Public School, Sirsa, Haryana, India
	C.B.S.E,New Delhi, India
	2000
	Ist


            Professional Credentials:
· Well-versed with MS-OFFICE,Outlook, Internet,Photoshop & advanced windows.
· Drafting letters & Emails to clients & other authorities.

· Answering the phone calls diligently.

· Office administration.

· Trained new employees.

· Maintained files & records.

· Monitor Team work.

· Expertise in team-handling.
· Committed towards tasks.
           Work Experience:
1. KONKAN WEAVING MILLS, TARAPUR, MAHARASHTRA, INDIA- A Partnership Firm came into being in 1993 by signing partnership deed and its operations started in 1995. A manufacturing unit, dealt with many reputed textile companies. 
          Administrative Secretary: December 2011 to September 2014.
          Role at work:

· Scrutinizing the challans in terms of specifications viz meter of cloth, quality weight, weaving charge etc.

· Monitoring monthly reports of stock and total production of cloth.

· Strong & proper management of clients’ orders with regards to design, quantity etc.
· Prompt redressal of complaints of the clients due to breakage, spoilage in looms.

· Client follows ups with its representatives via mails, phone calls.

· Proper preparation of loom efficiency reports on daily basis to monitor the machine speed by calculating rotation per minute.

· Proper management of clients’ payments with regards to cheque number, date, stamp, signature etc. However, if there is non-payment due to bouncing and dishonour of cheque, prompt coordination made directly with the client.

· Maintenance of register of attendance.

· Proper programming of clients’ order by keeping the record of yarn received quality check.

· Keeping a record of wages and salaries and its timely allocation.

· Follow up with clients for meetings with regards to programming of cloth.
· Maintaining a track record of daily dispatch of order.
· To assist in maintenance of books of accounts. 
· Direct Reporting to Partner of the firm.

2. SMC GLOBAL SECURITIES PVT. LTD, NEW DELHI, INDIA A Private Broking Firm came into being in 1994, offers wide array of financial services.  The company amongst the first financial firms in India to expand operations in the lucrative gulf market, by acquiring license for broking and clearing member with Dubai Gold and Commodities exchange.
Assistant Manager(Operations) – June 2008 to September 2009.
           Role at work:
· To impart training to the sub-brokers and advisors for the insurance products. Moreover, good knowledge of Unit Linked insurance plans has been provided to them by keeping the needs of the customers into consideration.
· Preparing presentation for product training through AV aids. To provide a precise and clear picture of insurance policies and up gradation of various insurance companies’ profile to the brokers for their contribution in generating the business.
· To develop and maintain operational guidelines for the staff.

· To maintain uninterrupted business in relation to product specification and its utility.

· Direct reporting to Assistant Vice President.

· To evaluate the team performance.
· Preparation of MIS of two regions i.e. U.P & Punjab with respect to customer details, policy number, premium installment, risk coverage and reference number and scrutinize them in a systematic manner.
· Supervising the team of executives for the execution and implementation of data through in-house software.
· All documentation & Verification process made under my approval.
· Troubleshooting the queries of customers as help desk via PAN INDIA in terms of their pending premiums, duration, surrender value or face value of the policy.
· Handling and checking application forms of customers and reviewing it before the issuance of policy in terms of their personal details, financial needs, portfolio management etc.
· Monthly follow ups with the policyholder for the next premium installment.
· Co-ordination with IT department in case of technical failure and other discrepancies like software up gradation, system check etc.
           Key skills:

	   Administration
	       Customer complaints redressal
	      Staff training

	   Operations
	       Working within deadlines
	      Multi-tasking

	   Back office
	       Computer literacy 
	      Leadership

	   Supervision
	       Professional liaison
	      Development of Capital


           Key Achievements:

· Successfully undergone 100 hours programme for the Insurance Brokers Training and Examination as per Regulation 9 (F) (i) of IRDA (Insurance Broker) Regulation act, 2002 and fulfilled the required qualifications.
· Responsible for offering customer service on daily basis in team oriented and competitive environment.
· Successfully completed 30 days training course titled ‘Currency & Derivatives Trading’.

· Built rapport with higher officials by providing par excellence.  
            Linguistic Skills:

            PUNJABI - Mother Tongue.
            ENGLISH - Proficient (To read, speak & write)

            HINDI -      Proficient (To read, speak & write)
            References will be provided if asked for.






