Personal Data:
Date of Birth : 05-10-1988
Sex
: Male
Nationality
: Indian
Marital Status : Single
Languages
Known
: Hindi
: English
: Urdu
Interests and
Hobbies
: Playing Cricket
: surfing internet
: Going on Tour
Visa Type   : Visit Visa
 CURRICULUM VITAE
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OBJECTIVE
To be an asset for the organization and wish to apply innovative techniques by using management skills and knowledge. Looking forward to an opportunity to serve the organization to the best of their interest by providing all the dedication and hard work to achieve the result.
ACADEMIC QUALIFICATION
BBA from Jamia Hamdard University New Delhi 
Intermediate: 
lions College Pilibhit (CBSE) 
Matriculation : 
lions College Pilibhit (CBSE) 
ADDITIONAL QUALIFICATION
Certificate in COMPUTER APPLICATION
COMPUTER SKILLS
Good knowledge of MS office suit that includes Excel, Power Point, File management 
Well versed with the use of publisher. 
Internet, Software installation 
Good typing skill of 50 wpm. 
Excellent knowledge of Internet, Outlook etc. 
SAP Oracle 
COMPETENCIES
Fast learner. Adapt well to changes and pressures in workplace. Good presentation skills. 
Work effectively with diverse groups of people. Friendly with an upbeat attitude. 
      Ambitious and committed to excellence. 
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WORK EXPERIENCE
Two Years experience in DISHTV INDIA LTD. As an Account Analyst
(From 23/June/2009 to 31/Jan/2011)
Industry Description:- We digitalized Indian entertainment to bring the best television viewing technology to your living room.
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This includes features like Electronic Program Guide (EPG), Interactive TV and Movie-on-Demand,
400 channels, games, et cetera.
Job profiling:-
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Perform clerical duties including filling and inventory. 
Communicate with customers in order to provide general information. Manage calendars and arrange appointments. 
Sort and distribute incoming mail. 
Operate office machinery such as copier and machine. Type and proofread outgoing correspondence. 
Perform additional general office duties such as assisting staff with their specific work when required. 
Managing outstanding bin status of work pendency. 
Two Years experience in EXL SERVICE LTD. British Gas process United Kingdom, as a Back office Analyst
From(17/Feb/2011 to 12/April/2013)
Industry Description:- As part of the Centrica Group, British Gas provides gas,
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Electricity and home repair services to millions of customers in England, Scotland and Wales. In fact, we are proud to be the nation's leading energy supplier. But we are committed far beyond simply lighting and heating your homes – here at British Gas we aim to look after your world.
From providing the best value energy to offering the highest quality services while ensuring that we take care of
Our planet, our vision is clear and stays with us every step of the way. British Gas may be best known as a British-owned gas provider,
But there is much more to us. Not only are we the UK’s leading energy supplier,
Job profiling:-
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Review and verify invoices and check requests Sort, code and match invoices 
Set invoices up for payment 
Enter and upload invoices into system 
Prepare and process electronic transfers and payments Reconcile accounts payable transactions 
Prepare analysis of accounts 
Monitor accounts to ensure payments are up to date 
Research and resolve invoice discrepancies and issues Maintain vendor files 
Provide supporting documentation for audits 
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Worked with IGATE GLOBAL SOLUTION LTD. Health Plan Services process United State of America, as sr. Back Office Analyst
From(27/June/2013 to till date)
Industry Description:- Our Business Outcomes based approach focuses on the realization of tangible and measurable results, unlike traditional models which are driven by work, effort, time and manpower. By pricing our services on results, we exchange fixed costs for a variable cost structure in an attempt to get clients to 'market minus' versus 'cost plus', while helping clients adjust to the peaks and valleys of their demand.

Health Plan Services (HPS), a Water Street Healthcare Partners affiliate, is the largest independent provider of sales, distribution, benefits administration and customer service and retention solutions to the insurance and managed care industries. We serve insurers of individual, group, voluntary and association benefit plans and provide valuable solutions and support to thousands of brokers and insurance agents that sell into these markets. Founded in 1970, HPS is one of two fully integrated companies of Health Plan Holdings, Inc. Health Plan Holdings offers an ever-expanding array of services to a growing client base, including many Fortune 500 companies. The other company is American Benefit Plan Administrators, Inc. (ABPA). Founded in 1951, ABPA specializes exclusively in providing administrative services for employee benefit plans on a national basis.
Job profiling:-

Check payroll deduction as per billing cycle. 
Responsible for tabulating and posting of data in the record books. Maintaining record books of all the reports in an organized way. 
Operating different types of machines like typewriter, calculators, etc. Responsible in managing the paid out cash. 
Maintaining a system to manage the bills, receipts, invoices, checks and other policies of the system. 
Writing documentation on various topics and handling client’s queries. 
Check payroll deduction as per billing cycle. Work on escalation mail & logs. 
Managing outstanding bin status of work pendency. Prepare outstanding and distribute work accordingly 
DECLARATION

I hereby declare that all the above given factors are true and correct to the best of my knowledge.
Place:
Date:
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