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Career Objectives:

          Looking forward to a bright career where I can scale new heights of success. I would like to expose myself in an environment where my continued performance would be encouraged.
Professional Experience
1. Client Support Executive-(General Insurance)-Prudence Insurance Brokers at Dubai,UAE since 18th June,2012 till date

Key Responsibilities:
· Handle requests of Corporate Clients for numerous requests such as new business and renewal quotation on all class of Insurance, registration of claim, forwarding of policy documents, Endorsements and Certificate of Insurance to client.
· Preparation of Underwriting Submission for various Class of General Insurance and inviting quotation from Multinational Insurance Companies
· Preparation of Detailed comparison quotes received for all class of insurance from several insurance companies and sending it to the client.
· Generating quotes for Motor Insurance from the Insurance companies web based portal and sending the 
            Detailed comparison quotes to client
· Follow up with the Insurance Companies for new business and renewal quotations, pending policy documents, endorsements, claim status and JAFZA/DAFZA Certificate of Insurance.
· Follow up and timely reminders to clients for renewal of various Class of General Insurance and Motor Insurance

· Maintaining and Filing of policy documents received from Insurance Companies.
2. Operations Executive (Group Operations- Customer Service Desk)- Kotak Mahindra Old Mutual Life insurance at H.Q. Mumbai since 11thAugust 2009 till 30th August, 2011   
Kotak Mahindra Old Mutual Life Insurance Ltd is a 74:26 joint venture between Kotak Mahindra Bank Ltd;its affiliates and Old Mutual plc. It offers a wide range of financial services from commercial banking, to stock broking, mutual funds, life insurance and investment banking.

 Key Responsibilities:

· Handle requests from Corporate Relationship Manager (CRM) and External customers/clients for various requests such as Duplicate Medical reports, Endorsements, Policy contracts, Certificate of Insurance and Premium Deposit Receipt.

· Preparation and Dispatch of Invoices for Outstanding premium and Policy Cover Commencement and Member level cover.
·  Follow ups on outstanding premium with Corporate Relationship Manager.

· Forwarding of medical files to Underwriters for underwriting decision.
· To maintain Follow up Tracker and co-ordinate with the Team internally to provide resolution within TAT to the external customers and Corporate Relationship Manager.

· Preparation of unit statements and sending to gratuity and superannuation members.
· Coordinating with Claims team for settling of Individual Life Claims.

· Conducting meetings, con calls with CRM Pan India and preparing Minutes of the Meeting for the same.

3. As Customer Service Associate with World Network Services (WNS) since 05th December 2005 till 01st August 2008 at Mumbai, India.
WNS Limited listed on NYSE a leading global business process outsourcing company. It provides Back office support for British Airways to handle requests from Travel Agents as well as offices located in UK and IRELAND.
Key Responsibilities:  

· Bookings received from travel Agents to upgrade a passenger availing of a Voucher

· Verifying the bookings to determine if any refund is due on MCO and advise the agent on the same

· Faxes reflecting passenger details (Name, Meal request, ticket number and other request for other services) are updated in the booking.

· Refunding Etkt and Redemption tickets as per the fare rules of the tickets.

· Solving queries of BA Staff members on HOTLINE and assisting them in date change and name change of tickets.

· Authorizing refund on PRICE PROMISE Refund for BA Customers on BA.COM.

· Preparing Reports and sending mail to customers.

Educational Qualifications

· Passed BCOM in March 2004 from Mumbai University with First Class

· Passed Executive MBA in FINANCE in January 2010 from ICFAI UNIVERSITY
· Passed Licentiate Examination conducted by the Insurance Institute of India held in May,2013
Strengths

· Highly confident, Positive thinker, sincere , Hardworking and also a good Team player                                                                                                                                                                                  

· Got good analytical, problem solving and time management skills.
Hobbies

Reading, Travelling and Listening to music.
 Personal Information

Date of Birth
 
  : 26-03-1984
Marital Status                 : Married

Nationality                     : Indian
VISA status

 :  On Husbands Sponsorship
Expected Salary

 :  AED 7500                          
