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RESUME
Gulfjobseeker CV No: 1319862

To interview this candidate call 971505797566

Or email us back filled up Vacancy Form

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
Summary
 A dedicated and highly motivated professional having more than Fifteen Years (15) of diversified experience at middle management level in underwriting, claims and accounts. I have strong holding in underwriting (Fire, Marine, Motor& medical, Miscellaneous and Engineering) and claim examiner as well as having ability to compile, verify, analyze, interpret financial data and experienced in capturing insurance policies of all risks for corporate and individual clients.
Career specific
· Insurance Broker - Dubai

Underwriter None Motor
· (01/02/2013 to 20/10/2014) 
· Designation Underwriting Assistant
Job Responsibilities:

Preparing Quotation for Fire Insurance
Preparing Quotation for Marine Insurance
Preparing Quotation for WC Insurance
Preparing Quotation for Group Life Insurance
Preparing Quotation for Personal Accident Insurance
Preparing Quotation for Professional Indemnity Insurance
Preparing Quotation for CAR & TPL Insurance
Preparing Quotation for Public Liability Insurance
Preparing Quotation for home Insurance
Preparing Quotation for Office Packages Insurance
Preparing Quotation for Employer liability Insurance
ACCOUNTS RESPONSIBLITIES.
Preparing invoices
Preparing Debit Note
Preparing Credit Note
Preparing outstanding details of client.

TRAINING/SEMINARS (UNITED INSURANCE DUBAI)
25th April 2013, Marine Pleasure Craft Insurance

30th May 2013, construction Related Insurance.

27th June 2013 Electronics Equipments Insurance.
· Iran Insurance Company -  Dubai

Claim & Underwriting Assistant
(15/07/2011 to 28/10/2012)     
    
· Sharjah Insurance Company - Abu Dhabi
Medical and None Motor Underwriter
Duration: - 15 05 2010 - 31 03 2011

Designation: - Underwriting Assistant
Job Responsibilities:

Preparing Quotation for Medical Insurance

Issuance of Medical Insurance Policy & Medical Cards.

Issuance of Table of Benefits to Health care provides.

Preparation of working sheet for medical policies

Keeping and maintaining networks hospital records.

Collection of fine and deposit in to HAAD accounts.

Preparation of monthly/quarterly/yearly statement for HAAD.

Keeping and maintaining medical insurance policies.

Preparing of documents for enlisting companies to HAAD

Preparation of documents for renewal of HAAD license.

Preparation of contract with health care provides

Keeping and maintaining records of direct billing.

Taking Pre-authorization or approval from the company or from TPA.

Keeping and maintaining records of premium and loss ratio for renewal of policies.

Preparing excel sheet and sending data to TPA for the issuance of cards.

Answering the telephonic quarries of the clients.

Responsibilities performed in Fire, C.A.R, Travel Ins, Personal Accident, Work Men Compensation,     Machinery Break Down, E.A.R, and Marine Department:
Prepare quotation for insurance
Issuance of policies
Keeping and maintaining policies records
Other Responsibilities:

· Directing the preparation of insurance policies in accordance with the terms and conditions, as agreed with the client.

· Documented, scrutinized and applied the underwriting policies to the best of my abilities.

· Review the corporate/individual applications for insurance to evaluate degree of risk involved and determine acceptance of application.

· Calculated the risk involved as per my company’s code rules and submitted the report to management.

· Refer to our head office in the underwriting department for any clarifications or changes in the insurance underwriting coinciding with company policy.

· Participate in client meetings to assess their physical characteristics.

· Study the insurance proposals and the terms and conditions suggested by the insuring officer.

· Research into the client’s background, health and other aspect to identify short terms, long terms risk factors.

· Prepare detailed records of the insurance policies issued.

· Perform detailed account analysis and corporate month end processing and reporting to head office.

· Analyzing the monthly/quarterly business activity statements, and review all monthly balance sheet reconciliation.

· Managing the requirement of bank guarantees on projects basis.

· Delegated responsibilities, set objectives and monitored work.

· Conducting analysis of annual budget requests submitted by project managers and administrative divisions.

· Review & analyse the budget preparation for the final submission to the management & BOD’s.

· Responsible for the maintenance of reports and documents of the client.

· Coordinated and followed-up-the insurance policies to the clients and handle requirement.

· Ability to work under strict deadlines with a calm attitude to avoid any errors.

· Explained and demonstrated the insurance policies to handled the enquires.

· Review the premium position and intimated claim status on monthly basis.

· Make efforts to collect the outstanding premium from the corporate clients and individuals as well to improve the incurred premium and branch business.
· Prepare insurance claim form, major loss slip, loss vouchers, to indicate repair cost or cost estimates to recommendations.

· Prepare monthly/quarterly claim reports including status of loss and report to the claim manager and branch manager.

· Coordinate with surveyors for the assessment of loss reports.

· Reviewing prepayments, their applications, provisions, accruals, leases, loans.

· Dealing with the other insurance company for payments and claims settlements.

· Supervise the collection of salvage from client.

· Coordinate with the car dealers for issuance of their bid to purchase total loss vehicles.

· Calculate the depreciation charges on replacement of parts of the vehicle.

· Prepare the month report of each client’s intimated loss and make a comparison of incurred premium and loss ratio.
Key Achievements:

· Provided support at various level to finalize the yearly client’s progress reports.

· Participated in the Officers Training program, organized by United Insurance Dubai 2013 regarding Fire insurance, Miscellaneous Insurance and Motor Insurance.

· Responsible for the preparation of the reports and documentation with the client.

· Maintaining excellent relationship with all clients to enhance the satisfaction of the insured on the insurance company.

· Excellent communication abilities and self motivated with supreme and loyal dedication.

· Astonishing team working and building skills.

· Very active, hardworking, punctual and responsible.
Atlas Insurance Company Rawalpindi Branch, Pakistan


Position

:
Supervisor

Responsibilities
: 
Underwriting, Claims & Accounts.
National General and Business & Industrial Insurance, Pakistan
Position

:
Junior Assistant

Responsibilities
: 
Underwriting, Handling Claim & Accounts
Academic Credentials       
· Bachelor of Arts           
University of Punjab, Lahore 



 Pakistan    
1994
· LLB Part – II

University of Punjab, Lahore



 Pakistan 
2012
· Intermediate 
     
Rawalpindi Board, Rawalpindi
 
                              Pakistan    
1990
· Matriculation 

Rawalpindi Board, Rawalpindi



 Pakistan    
1987


IT Skills

· Operating System (Microsoft Windows)

· MS Office 2000, 2007, XP

Technical Education
Attended Officers Training Program, organized by United Insurance Co in 2013 regarding Fire, Marine 

       Insurance, Miscellaneous and Bonds Insurance, Motor Insurance and Property Insurance.

Personal Information 
Nationality: 

Pakistani 

· D_O_B: 

25th October 1971
· Languages:

 English - Urdu.

· Visa Status: 

Employment Visa
· Martial Status:
Married
· Gender:

Male.
· Driving License
Valid UAE Automatic Driving License.[image: image2.png]
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