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CAREER OBJECTIVE

 Seeking a challenging position  in a progressive, reputed, professionally managed organization and utilize my talents, interests, extensive professional knowledge, experience & expertise to the optimum level facilitating career growth and be a part of a team to achieve the organization’s objectives.
PERSONAL & PROFESSIONAL PROFILE
· Graduate in Commerce (B.com) from Mangalore University, India. 

· Ability to establish strong collaborative relationship with individuals and across the organizations.

· Highly organized with ability to skillfully manage multiple tasks in fast paced environment.

· Good computer working skills in MS Office, Internet and emails applications.

· Dealing effectively with multicultural environment.

· Ability to work under tremendous work pressure & meet with the dead-lines with ease and 
efficiency.
· Effective Management of Customers by ensuring maximum Customer Satisfaction by providing 
timely clarification of queries. 
· Effective Customer Relationship Management by Interacting & developing rapport with all 
external/internal constituents of client at all levels; for maximum client retention and achievement of 
revenues.   
WORK EXPERIENCE

Company I        RELIANCE LIFE INSURANCE COMPANY LIMITED, India.

Designation         CUSTOMER SUPPORT EXECUTIVE (Branch Operation). 

Period                  September 2009 to December 2011. 
Job Responsibility:
· Mandatory Call for requirement within specified limits with minimal pending.
· Minimal discard percentage.

· Queries, follow ups and escalations.

· Recording of customer interaction.

· Issuance of commission cheque.

· Accept payment on policies.

· Auto Underwriting.

· Advisor Services-Ensuring scrutiny and dispatch of advisor applications.

· Accuracy and quality of calls, Queries, follow ups and escalations.

· Renewal persistency, renewal collection, target VS achievements.

· On boarding Process for new joiners, Attendance and leave records updation. Mandatory call for requirements within specified limits with minimal pending call for requirements, Queries, follow ups and escalations.
· Customer contractibility for new customers, contact ability drive for old customers, contact ability for advisor’s, driving initiative for advisor’s details updation(bank account and pan updation).

· Maintenance of  petty cash for Business promotional Expenses and other expenses under branch imprest and closer of day book on daily basis and submission to Head Office

· Process applications for changes to, reinstatement of, and cancellation of insurance policies.

· Reviewed insurance applications to ensure that all questions have been answered, compiling data on insurance policy changes, changing policy records.

· Responsible for building relationship with customer to provide excellence customer satisfaction, including informing customer of other product lines available.

· Handle customer inquiries, complaints, billing questions and payment extension and service requests.

Company II
           ICICI BANK LIMITED, Mangalore, India
.
Designation   
BACKEND SUPPORT EXECUTIVE (INVESTMENT & SERVICES).
Period 

JUNE 2008 to AUGUST 2009.
Job Responsibility:
· Generating MIS reports of 30 branches across Karnataka.

· Code generation for employees.

· Scrutiny and processing records of recruited sales managers.

· Attendance and leave records updating.

· Data entry of Mutual funds. 

· Generating leads for Investments.
ACHIEVEMENTS
· Achieved targets provided for renewal collection and qualified for various renewal contest & received incentives and gifts.

· Provided best service for customers solving their problems.

· Ensured login to issuance conversion of the branch.
· Surrender retention & maintained 0% data entry errors.

· Motivating advisors for activating their codes by renewal of their license and providing business.

LANGUAGES KNOWN
· Fluent in English, Hindi, Kannada & Konkani. 
PERSONAL DETAILS
· Date of Birth

15th September 1984.
· Nationality

 Indian.
· Marital Status 
Married.
· Visa Status

Husband’s sponsorship.
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