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	Career Objective


Seeking a challenging opportunity in implementing my skills where my abilities and knowledge will be an asset. To work in a challenging and creative environment with effective utilization of my skills to contribute towards the goal of the organization besides gaining as much knowledge as possible in order to achieve excellence in the working domain.

	Knowledge Profile


Around 3.8 years of experience in Insurance Industry 
· Having around 3+ years of experience in Insurance Underwriting.
· Very flexible, committed, adaptable and a fast learner of any new technologies and Business environment.
· Good understanding with the team members.
· Able to work independently and effectively with dynamically changing business environment.
· Involved in preparation of process updates in the team.
· Sound knowledge in meeting deadlines and good time management skills.
· Excellent maintaining the relationship with Management, Team members as well as with other team members. 
· Understanding the company’s requirement.
	Total Industry Experience                                                                          :               44 Months


Organization
: KOTAK LIFE INSURANCE COMPANY LIMITED.
Location

: Mysore from 16th Sep 2011 to 4th June 2015.  
Designation
 : Assistant Manager
	Responsibilities


Branch Operations & Administration: 

• Organize and provide documents, reports and information to department and external clients in   an useful and well-organized manner
• Create and maintain active files,
• Schedule travel, coordinate with travel agency to obtain the best possible trip and prepare travel expense reports accordingly
• Plan meetings and conference calls and arrange and manage meetings
• Take and compile minutes of meeting
• Initiate purchase requisitions, order office supplies and equipment
• Maintain files and folders, maintain weekly schedules for employees
• Handle and screen telephone calls, routine mail and reallocate as required
• Train and supervise casual and clerical staff
• Process client orders, invoices and payments, perform basic bookkeeping activities
• Create and maintain database records
• Liaise with local authorities and vendors
• Manage calendars, plan and organize meetings and events
• Track and process annual fixed asset inventory

      Underwriting:  Analyze information in insurance applications
· Determine the risk of insuring a client and screen applicants on the basis of set criteria

· Evaluate recommendations from underwriting software

· Contact field representatives, medical personnel, and others to obtain further information

· Decide whether to offer insurance and determine appropriate premiums and amounts of coverage

Claims Processor: Reviewed and ensured completed insurance claim forms and related documents.

· Reporting suspicious documents and missing information, attaching that information to claim file and processing the same to claims department for reviewing the case. 

· Checking accuracy of documents before sending to HO for smooth processing of claims.

Financial & Treasury Operations: Reconciliation of cash and cheques at the EOD and preparing the banking statements for deposition of cash and cheques in banks.

	Employment notable credits 


· Received Best BOE branch with least PHF Rework in 2014 for best performance in Kotak Life Insurance.
· Received Runner UP BOE Branch in Persistency in 2014 for best performance in Kotak Life Insurance.
	Educational Background


· Master of Business Administration from P.E.S Engineering College (Autonomous) Mandya in 2011, affiliated to Visveswaraiah Technological University Belgaum Karnataka, India.
· Bachelor of Business Management from Maharani’s Arts and Commerce College for Women, Mysore in 2009, affiliated to Mysore University Karnataka, India.
	Technical knowledge 


· MS-WINDOWS
· Microsoft Office (Word, Excel, Power-point)
	Personal details

	Date of Birth
	2nd March 1989

	Gender
	Female

	Nationality
	Indian

	Marital Status
	Married

	Languages Known
	English, Hindi and Kannada

	
	


	Declaration


I affirm that the information given above is true to the best of my knowledge.

