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AdMIN HR ASSISTANT / QUALITY ANALYST
Over 6+ years of experience in Administration-HR, Recruitment, Medical insurance claims, Quality Analyzing in Medical
Career-At A Glance

· Gained wide experience in managing the entire cycle of transaction processor from sourcing to client appointment and maintaining records 
· Good knowledge of handling medical insurance and follow-up
· Highly organized with excellent coordination abilities, has efficiently organized thus supporting in improving work atmosphere  

· Excellent Administrator demonstrated in maintenance of office infrastructure, handling client queries and also escalating etc.
· Possess good working knowledge in recruitment activities including recruitment & induction, organizational development and employee engagement activities with strong administration and customer relation background.
Skill Set:

· Skilled in administrative related works
· Personnel-Company records management abilities
· Excellent client relationship building skills
· Handle day-to-day activities and administrative activities including staffing, tasking, discipline, welfare, and all multifarious development programmes; ensured proper implementation of Rules and Regulations.
· Ability to organize and plan work to satisfy established time frames
· Ability to handle multiple tasks and projects simultaneously 

· Excellent analytical skills, attention to detail, and problem-solving skills 

· Ability to perform work under minimal supervision 
· Computer literate specifically Tally ERP 9, MS Word, Microsoft PowerPoint, Microsoft Excel from NIIT 
Professional Glimpse

RASHID AL JABRI GROUP OF COMPANIES, DUBAI                                                                                  Feb ’16 – Till date                                                        
(Rashid Al Jabri Group Of Companies was founded by Rashid Al Jabri in 1992. Since then, the organization has grown to a remarkable 30 group of companies covering several types of industries. Rashid Al Jabri Group of companies is committed to its employees, customers, partners, and community at large. We are dedicated to satisfy our partners by producing maximum results through team-work, culture and open communication methods. We believe in a win-win partnership that enhances quality while building trusting relationships that will lead to greater customer confidence and loyalty.
Royal Smart Limousine LLC (formerly known as Royal Luxury Transport LLC) is a member of the Rashid Al Jabri Group of Companies. It was founded by Rashid Al Jabri in the year 2002 to cater for the growing need of luxurious, reliable, and readily available transport in the growing local and expat community by providing 24-hour limousine service and rent a car services.)     

Admin/HR executive

Major Accountabilities
· Supports human resources processes by administering tests; scheduling appointments; conducting orientation; maintaining records and information.
· Resourcing, screening and short listing resumes through various job portals or else internal reference and head hunting.

· Provide HR departments with information on attendance of new staff.
· Maintain employee information in databases and ensure appropriate modifications
· Provide administrative support by maintain employee records and performing data entry duties.
· Collect the required documents and complete the final form from the selected candidates and apply for the visa processing.
· Handling medical insurance to all employees around 500 – 600.
· Follow-up with medical insurance company for the claims (if any).

· Contact and inquire supplier for quotations and choosing good materials samples for company uniforms.

· In-charge and responsible in distributing the uniforms and medical card to company staffs.

· Proper documentation and filing for all the company production and inventory.
Vesat Management Consultancy Pvt. Ltd.                                                                                                              Mar ’15- Aug ‘15
(Vesat Management consultancy is an online HR service provider. Vesat is being promoted by a team of highly experienced professionals in HR Placement and MANAGEMENT services with immense potential and vision with values. This team has brought many thought provoking ideas and have successful implemented them)
Recruitment Consultant/Administration
Major Accountabilities

· Defining job positions, obtaining talent requisitions and approvals from the line manager & Business Heads.

· Resourcing, screening and short listing resumes through various job portals (Naukri) or else internal reference and head hunting.
· Short listing resumes based on desired skills, experience and job profile.
· Conducting telephone, face to face interviews and Walk in interviews in coordination with departmental heads.
· Perform reference and background checks on selected candidates.
· Negotiate the terms of contract wherever required.
· Preparing Offer Approval Forms, Offer letters, employment contracts, job description review, joining formalities (details for medical insurance & bank account opening) and other documentation.

· Organize HR induction to walk through company policies and procedures.
· Share new hire details to the organization
· Interview job applicants; review application/resume; evaluate applicant skills and make recommendations regarding applicant's qualifications.
· Schedule and conduct first level interviews.

· Prepare Letter of Offer for selected candidates and email unsuccessful candidates.
Xerox Infopark, Cochin                                                                                                                                                July ’09- Feb ‘15
(For more than a half a century, Xerox has been a leader in document technology and services. Now are the world’s leading enterprise for business process and document management, offering global services from claims reimbursement and automated toll transaction to customer care centers and HR benefits management)

Quality Analyst / Sr. Transaction Processor
Major Accountabilities

· Analyzes data from multiple sources and develops reports and spreadsheets for medical insurance claims.
· Analyzes data for validity and accuracy in preparation for assigned reports.
· Provides assistance with insurance claims processing, adjustment projects and data entry for the maintenance of claim inventory, and other job-related duties as requested by the Manager or Supervisor of Claims Administration.
· Serves as a resource to the department responding to process/policy questions and performs policy maintenance
· Assists management with staff development and department training.
· Conducts focused audits to ensure compliance with HIPAA transaction code sets and privacy requirements; seeks out information and resources proactively to promote quality and detect potential fraud and abuse.
· Conducts random audits of insurance claims processed and entered; monitors compliance with regulatory requirements and billing and coding standards; maintains statistical audit reports; performs analysis of the audits to identify additional training needs, provides feedback and education to department staff regarding audit findings.
· Maintain knowledge of plan benefits, regulatory requirements, policies and procedures to meet performance objectives.
· Possesses a proactive attitude, capable of thinking out of the box to generate innovative solutions.
· Quality Checking of Document’s and ensuring the correct identification of various insurance related documents.
· Team management and building of 70 more Associate and Sr. Associate’s.
· Issues and escalation handling of the team and ensuring high quality deliverables.
· Regular communication with the client in order to get clarification in the process.
· Experienced professional, responsible for answering the client enquires queries.
· Maintains record of all enquiries & related details in Computer System.
· Attention to detail and analyzing of the data with good time management skills.
· Performs data entry of important materials from source documents to computer database.
· Processes all documents received in data entry queues.
· Processing the data entries in a stipulated time, in order to meet the company’s target.
· Maintaining and processing the data transaction in the quality control parameter.
· Proactively escalate and communicate call center technology issues to appropriate personnel.

·  Contribute to constant improvement by sharing and implementing ideas with supervisors and other management staff and peers.
· Rapport building and customer interaction to solve the Escalation quires.
· Adhere to latest training and support standards and procedures.

Professional Achievements

Best QC award – by reducing the transactional error.
Exposure in quality training.
Joined in junior level as a Transaction Processor and got promoted to QA/QC department as Quality Analyst.

Academics

BCA (Indira Gandhi Open University)

Academic Projects  
Distal radius bone age estimation based on fuzzy model: A fuzzy-based radius ossified model for bone age estimation (BAE) which involves image preprocessing, feature extraction, is afforded. The objective of this paper is to estimate the bone age using fuzzy model based on distal radius features. Results obtained confirm that the ratio of radius to distal end is a significant parameter to describe the status of bone growth before a child reach the age of 14.
Personal Snippet

Date of Birth: 17th Oct 1990 | Languages Known: English, Tamil, Malayalam | 
Visa Status: Employment visa, References: Available on request
