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OPERATIONS MANAGEMENT PROFESSIONAL – INSURANCE INDUSTRY
Offering 9.6 years of prolific experience; seeking challenging assignment across the industry[image: image2.png]


SUMMARY OF SKILLS
· Qualified B.Com in Computer Application, India from Angappa College of Arts & Science, India with experience across Branch Management, Relationship Management, Financial Services, Client Communication and Team Management.
· Well versed in tracking market movements and providing analytical advice to the clients to build a strong portfolio to generate wealth under all conditions. Highly skilled in driving growth of company revenues, turning around the Branch into profit centers and improving performance through innovative initiatives.
· Established track record in leading and mentoring cross-functional teams in multi-facility environments in order to maximize levels of productivity.
Key Strength Areas
	Operations Management
	· Defining service standards and guidelines that serve as benchmark for excellent service delivery thereby contributing towards ameliorated service revenue generation. 
· Framing work direction and plan for the associates after thorough assessment of their capabilities.

	Relationship Management
	· Identifying improvement areas & implementing measures to maximize customer satisfaction levels. 
· Ensuring continuous interaction with the customer to make sure that area of concern can be worked upon for improved service levels. 

	People Management
	· Implementing strategies for building team effectiveness by promoting a spirit of cooperation between team members. 
· Leading & monitoring the performance of team members to ensure efficiency in business operations.

	Sales Management
	· Planning and conceptualizing various strategies to achieve business goals for sales and aiming towards the growth in business volumes as well as profitability.
· Formulating policies, exploring and monitoring market trends to identify fresh sales opportunities and developing new as well as existent markets.
· Exploring competition information along with tracking and maximizing sales while identifying market share, gauze market dynamics and trends.
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PROFESSIONAL EXPERIENCE
Since Aug 2014 
Branch Operations/ Customer Service
· Responsible for handling process and record new insurance policies. Ensuring completion of all tasks related to new business like inwarding, receipting, data entry.
· Managing process and record endorsement related request. Ensuring correspond with insured or agent to obtain information or inform them on status or changes.
· Ensuring compliance with IRDA and internal organizational guidelines also ensuring adherence of TAT for processing all transactions.
· Adherence to quality standards and norms. Coordinating with vendor for pre policy health checkup.
· Handling customer queries / request, pre and post issuance of policy. Implementing customer and distributor satisfaction related initiatives.
· Providing quote for health policies to client also Depositing Cash and Cheque on day by day operation.
· Issuing Health policies in TAT also handling internal sales Queries and solving their issues. Interaction with customers directly and through mails.
· Providing Training Programs for new joiners for branch process & operations.
Dec 2012 - Aug 2014
Executive Branch Operations/ Customer Service
· Responsible for handling customer service queries and grievances. Handled underwriting approval issue clear with proper QC.
· Provided quote for both travel & health policies to client. Deposited Cash and Cheque on day by day operation.
· Issued Health policies in TAT. Handled internal sales Queries and solving their issues.
· Ensured interaction with customers directly and through mails. Coordinated with the HO UNDERWRITING team for new product & software.
· Provided Training Programs for new joiners for branch process & operations.
CAPITAL INSURANCE SERVICES LLC (INSURANCE BROKERS), OMAN                                                                              June 2012 - July 2012
Client Support Officer
· Responsible for issuing motor & non – Motor policies in TAT also provided quote for travel & health policies to customers.
· Issued Travel policies and QC with calculation for motor proposals
· Accountable for verifying the HEALTH insurance report also verified the break in report for MOTOR policies with underwriting portion.
· Deposited Cash and Cheque on day by day operation. QC for property, liability, engineering, motor, marine insurance proposal form.
· Visited all the insurance companies once in a week to attend training for new products.
· Managed submission reports separately for all insurance companies.
CHOLAMANDALAM MS GENERAL INSURANCE COMPANY LIMITED
                            Nov 2007 – May 2012
Branch Operations Officer & Accounts
· Responsible for visiting all the branches on monthly basis & resolving the issue in other branch operations. Providing training to all branch operation teams & getting reports on daily basis.
· Preparing MIS report of claim ratio, discount given by sale team, loading given by sales team also providing training Programs for new joiners for branch process & operations.
· Coordinating with the HO underwriting team for new product & software. Attending monthly co-insurance meeting and discussing about the pending policies and payment from the other company.
· Working closing with CMS (cash or cheque management services) team for cheque clearness also handling internal sales Queries and solving their issues.
· Interacting with customers directly and through mails.
Key Highlights:
Aims for Non Motor (Exclude travel and Health Insurance)
· Underwriting approval issue clear with proper QC.
· Interaction with claims team to clear claims issue on TAT.
· 64 VB confirmation 
· Proposal entry of all non-motors.
· Tagging policy with proper quality check
· Cash & Cheque backdating approving policies.
· Approving for cancel and RE-issue policy.
· Issuing short term policy.
· Discuss with other insurance company about co-insurance.
· Following for CO-INSURANCE and received cheque from other company
· QC for property, liability, engineering, motor, marine insurance proposal form.
· Approved endorsement on TAT
Gencon for Motor Files (Included Travel & Health Policies)
· Issuing motor policies in TAT.
· Provide quote for travel & health policies and preparing closing slip.
· Downloading Travel Web LOG report and issuing the policies. 
· QC with calculation for motor proposals
· Verifying the HEALTH insurance report.
· Verifying the break in report for MOTOR policies with underwriting portion.
· Analyzing the repeated errors with motor cases & resolving the same
· Marinating cover note and issuing the same to agent and requesting to HO for issuing new cover note books.
· Depositing Cash and Cheque on day by day operation.
·  64 VB confirmations for CLAIM purpose.
· Processing the MOTOR files to HO for policy conversation
· Analyzing UAP on weekly basis. 
T.S.MAHALINGAM & SONS (COIMBATORE), (An Associate of CITIBANK.N.A.),                                                              Jul 2005 – Oct 2007
Operations Officer
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EDUCATIONAL CREDENTIALS
MBA (Pursuing) – (Operations Management & Information Technologies) 
IIBM Institute of Business Management
B.Com (Computer Application), 2005
Angappa College of Arts and Science (Affiliated To Bharathiar University)
Technical Skill
Oracle 8.0, VB6.0, SQL, C++, M.S Office, MS Windows HTML and Internet Application
Project Undertaken
“Best Engineers Pumps Pvt Ltd.,” Coimbatore under the topic “Production Management System” – 2005
Training Undergone
Best Engineers Pumps Pvt Ltd., Coimbatore - 2004
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Extra-Curricular Accolades: NSS, actively participated in inter college sports.
Languages Known: English and Tamil
References: Available on Request
