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Summary:
· An MBA Graduate having 4 Years’ experience in Financial, BPO and Banking sector, responsible to handle client Relationship, Portfolio Management and Operations accounting system.

· Offers customized solutions in areas like Decision Analytics, Financial & Risk Management, Operational & Process Excellence,
· Responsible for handling credit control activities i.e. releasing payments for claim settlement, collection of premium amount from Client (payable and receivables).
· Servicing HNI clients by providing financial advisory and consulting.
· Preparing reports on the monthly investments and expected business by coordinating with the sales staff
Education
	Course
	Year
	College  / University
	

	PGDFS (Finance)
	2009
	Indsearch Institute of Management Studies, Pune.
	

	MBA
	2008
	MIT School of Business, Pune University.
	

	B.COM
	2005
	Pune University
	

	H.S.C
	2002
	New English School, Hinjewadi Pune, 
	

	S.S.C
	2000
	New English School, Hinjewadi Pune, 
	


Certifications:
Pursued NSE’s Certification courses in  

· Capital Market (Dealers Module) 

· Mutual Fund (Advisors Module)
· Computerized financial Accounting package (Tally 5.4)

ORGANISATIONAL SCAN

Dec’11 – till date: Confidential
Senior Accounts Specialist (Operations)
Key Deliverables
· Outsourcing services to the client across several sectors like insurance, banking, financial services, utilities, transportation and travel.

· Providing reports to the client for daily work volume.

· Monitoring client account for any irregularities.

· Maintaining good relationship by ensuring end to end timely services.

· Ensure the document contents and formats are consistent with the client's expectations.
· Issue policy documents to the client as per given specifications and modifications.

· Endorse policy documents as per client request e.g. changing billing plan, change in total policy coverage and premium adjustments.
Additional Responsibilities 
· Taking refresher sessions for the team.

· Query assistance to team members.
Feb’09 – Nov’11:  Capita India Private ltd. Pune.
Senior Accounts Executive (Operations) 
Key Deliverables

· Reconciliation of monthly Statements of account.

· Handling a portfolio of various client accounts and maintaining the ledgers/accounts for the same.
· Handling credit control activities i.e. releasing payments for claim settlement, collection of premium amount from Client (payable and receivables).
· Monitoring broker and customer payment performance.
· Working on ledger clearance of the portfolio.

· Ensure the document contents and formats are consistent with the client's expectations.
· Handling queries and email correspondence to various Insurance companies as well as the Clients.

· Providing with the requested technical documentations and calculations to client.
· Overall responsibility of maintaining ledgers and effective records of the various markets, ensuring accounts are reconciled on a timely basis and in accordance with the operational guidelines and standard procedures.
· Providing daily reports to client regarding portfolio movements.
· Monitoring client account details for non payments, delayed payments and other irregularities.

· Maintaining good relationships with the Insurance companies and the clients by providing end to end and timely services.
Additional Responsibilities 
· Taking refresher sessions for the team.

· Query assistance to team members

·  Ensuring process uniformity and adhering to the TAT (Turn around Time) assigned for the service delivery
Aug’08 – Jan’09: Yes Bank Ltd. Pune
Client Sales partner (Retail Banking and Wealth Management)
Key Deliverables
· Analyzing the financial performance of various investment avenues 
· Evaluating investment approaches to maximize returns and cash flow on the funds invested by the clients
· Preparing reports on the monthly investments and expected business by coordinating with the sales staff
· Servicing HNI clients by providing financial advisory and consulting.
· Bank interface for the customer to meet his retail banking operations requirement, which includes handling queries, regular banking transactions. 
· Ensuring requisite compliance with all applicable rules and regulations including specifically KYC requirements in line with the policies and procedures of Yes Bank.
PROJECT
Project Title


:


Dynamics of life insurance industry
Organisation


:


Reliance Capital (Reliance life insurance co.ltd.)

Tenure



:


Two months
Scope




:


To assess the growth of private life insurance sector in India and focus the                 
                                                    Opportunities.
COMPUTER PROFECIENCY
MS EXCEL 

· Advanced formatting, Advanced Count & Sum related functions, advanced look up related functions.
· Data analysis using filters, Advanced Charting (creating dynamic and interactive charts) Pivot Tables & charts.
MS WORD & POWERPOINT 

· Charting, formatting and hyper linking. 

· Preparing presentations & research reports.
PERSONAL DETAILS
Date of Birth      :   20th Jan 1985
Marital Status    :   Single

Nationality          :  Indian

Linguistic Ability : English, Hindi, Marathi

Last salary : 27,000 INR, PM. Expected salary: 7000 AED. PM.

Visa Status          : UAE visit visa 
