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	Objective
To foster new challenges in the field through a leading edge organization, that provides continues opportunities for growth & advancement and offers an opportunity to unleash my imagination and quality hard work in conjunction with company’s vision, goals, objectives and Service Level Agreement.
Back Office Operations Experience –  
1] Services Pvt. Ltd
Currently working with CAPITA INDIA PVT. LTD. (Mumbai) as Sr. Insurance Executive – Phoenix group UK( Claims and Servicing ) from June 2010 till date.

Job Profile :-

1.
Working on servicing of life insurance policies of UK customers.

2.
Keeping customer details maintained as requested.

3.
Analyzing the type of work and allotting it to concerned queues.

4.   Settlement of  Pension and Retirement Claims as per company norms.

5.   Preparing and Issuing Retirement Quotes and Forms for the policies near to Maturity.

Achievement  :-
Received quality appreciation for processing work with better quality and productivity of work for several months.
2] Intelenet Global Services Ltd
Worked for INTELENET GLOBAL GROUP (SERCO - MUMBAI) in TRANSUNION (US Based Credit Reporting Co. – Back Office Operations) as SR. Customer Executive (Data) from December 2007 till May 2010.

Job Profile :-

1.  Maintaining US customer credit information.

2.  Solving and Replying to customer queries .

3.  Settlement of customer’s financial accounts after validating proofs received.

4.  Maintaining information related to the Credit score of Customers.

5.  Preparing and Issuing Credit Report to Customers as and when requested.

Achievement  :-
· Received Appreciation Certificate in the form of Appreciation Letter from client as well as from organization.

3] Ocwen Financial Services Pvt. Ltd.
Worked with OCWEN FINANCIAL SERVICES LTD.  (Mumbai) as 3rd party Assurant Verification Executive (Mortgage and Insurance Verification process – Back Office Operations) from August 2006 till December 2007.

Job Profile :-

1.  Verifying US based customers Life Insurance policies (scanned).

2.  Verifying their Annual  Premiums according to their current standing.

3.  Re-entering customer details .

4.  Maintaining customer records by updating it regularly for future reference.

Achievement  :-
Always been up to the mark by achieving 100% quality and productivity as per Company’s Service Level Agreement.

Sales Experience
1] Iqara Telecoms India Pvt. Ltd. (British Gas Gruop)
Worked with B.G Broadband Group in IQARA Telecoms – Mumbai.  as Sales and Marketing Executive from December 2004 till August 2006. 

Job Profile :- 

1.  To meet prospective customers in the assigned area. To make cold calls. 

2.  To follow up with prospective customers and explain the various schemes of 

broadband internet connection to customers . 

3.  To coordinate with the broadband implementation team for the installation purpose. 

4.  To prepare daily sales report and submit it to the Coordinator of B.G Broadband India 

Pvt Ltd.  

5.  To meet the given sales targets and deadlines. 

Educational Qualificationa
Qualification

Board

Grade Obtained

Year Of Passing

S.S.C

Maharashtra Board

Second Grade

March,  97

H.S.C

Maharashtra Board

Second Grade 

March,  99

T.Y.Bcom

Mumbai Board

Second Grade

March, 06

Other Qualification  

Cleared Government Commercial Certificate Examination (Typing Course) with a speed of 30 Words Per Minute.

Sports 

Volley Ball, Table Tennis & Badminton.
Hobbies 

Traveling, Art and Craft, Listening music.

Declaration 
I consider myself familiar with good  Computer & Keyboard Typing Skills. I am also confident of my ability to work in a team.  I hereby declare that the information furnished above is true to the best of my knowledge.

                                                           
	TECHNICAL SKILLS:
Completed Advanced Diploma in computer applications Course (ADS) From 

APTECH EDUCATION, Malad – West, Mumbai.

Operating Systems

Windows XP, 2000, 2003,2007

Developing Languages

VB 6.0
VBA – Beginner Level

Applications

MS-Office




[image: image2.png]




Confidential

Page 4 of 4

