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CAREER OBJECTIVE
	To workfor an organization thatprovides challenging environment, independent thinking, promotes and helps acquiring new skills and opportunities for growth, and to add value and strive for the success of the company through personal commitment, hard work and smart work.




WORK EXPERIENCE

Company:June 2012 till July2014.
Designation:Senior Process Associate for Carrier Enrollment services, October 2014
Processing of ongoing enrollment transactions by functioning as the liaison between the client and its health plan carriers. Value is added by carefully auditing and editing the client’s enrollment information to ensure the health plan carriers receive complete and accurate data. This reduces the number of employee issues that can arise from erroneous or delayed enrolment. ADP also audits the data against the client’s business rules to ensure the integrity of the data.
Key Deliverables:

Worked on multiple projects under the CES paradigm

· Career Enrolment Services:

· Operations:

· Performed Audit CarrierEnrollment Audits - Tier I and Tier II
· Solved customer queries as and when required.
· Process Emergency Enrollments by interfacing with client and the carrier contacts.
· Debugging Error from clients file whilst Installation of Error free files into system.
· Preparing manual Insurance data reports incase of delay in making changes during annual enrollment open window period.
· Helping new hires on process related aspects.
· Worked for the Group (Escalation SPOCS) in effectively resolving team queries and escalations.
	Areas of Expertise

	· Goodverbal, written, and interpersonal communication skills.

· Proficient in MS Office.
· Ability to adapt and perform in new and competitive environment.

· Can perform in both team and individual assignments.

Achievements and Initiatives

	· Worked for Development of multiple help tools and FAQ’s for quicker reference and resolutions on File Tracking process.

· Awarded Quality Award of Honor, Titan of the Month and other valuable project contributions
· Contributed Value Addition in the team.

· Awarded Top Gun Award for Q2-2013.

· Conducted many Team activitiesto maintain teambonding.

· Core member responsible for making arrangements for team celebration and activities.
· Ensured adherence of productivity and quality benchmarks associated with every task undertaken.

· Worked to develop team morale and bonding as an Employee Forum SPOC.

· Ensured effective change management whilst executing process changes requested by the Business Units.



ACADEMIC QUALIFICATION:
	Qualification
	College/School
	Year Of Passing
	Aggregate

	B.COM Honours
	St.Joseph’s Degree College
	2012
	68%


PERSONAL DETAILS
Date of Birth: 09-04-1991
Marital Status: Married

Gender:  Female

Nationality: Indian

Languages known: English, Urdu, Hindi

Visa Status: Visit Visa
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