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 Summary 
· 5 years of experience in Process Training/Team Management/MIS Reports.

· Proficient at managing & training teams for running successful process operations 

· Guided the team to process new processes delegated from UK 

· Quality Check - determining the authenticity of processes trained

· Point of contact for referrals handling

· Acting as a resource for other staff members. 

· Managing team performance and progress. 

· Enforcing all company approved policies and procedures. 

· Constantly looking for ways to improve processes. 

· Monitoring the performance of junior staff. 

· Completing team-related paperwork. 

· Implementing new initiatives and making sure all staff understand them. 

· Taking action to correct and staff shortcomings. 

· Managing and monitoring staff attendance. 

· Giving prompt and accurate information on individual staff member performance. 

· Attending and participating in team meetings. 

· Ensuring a clean, safe and friendly working environment. 

· Reporting to senior managers.  

Core Competencies 
· Team Management

· Training 

· MI Reports

· Client Support

· Process Transition

· Monitoring Compliance

· Data Analysis

Employment Details 
April'10 - till date: Allianz Trivandrum, Technopark, Kerala 
April’10 – August ’10 

Retail Broker Service
Job Responsibilities

· Data handling

· Decision making

· Insurance knowledge – Private Car and commercial Vehicle insurance

· Quick and accurate

· Handling brokers(UK) with a positive attitude

· Trained in CORONET application
August ’10 – July 14’

Allianz Global Corporate and Specialty
Job Responsibilities

· Implementing strategies for group discussion regarding new learning’s by promoting a spirit of cooperation between team members; monitoring performance & providing feedback on areas of improvement.
· Taking initiatives in increasing knowledge of business processing and UK market.
· Training & Mentoring & Supporting the performance – Trained new team members & existing team members in process & soft skills for resolving grievances and queries of clients on a day-to-day basis. Currently supporting the ARC team in daily processing and MIS team in work allocation and daily processing. Creation of robust training plan to ensure new joiners are fully trained as per learning curve without impact to business.
· Setting up performance / quality standards for various operational areas to facilitate a high-quality customer(Global) experience, while adhering to the SLA.
· Monitoring the overall functioning of processes, identifying improvement areas and implementing adequate measures to maximize customer satisfaction level.
· Task Planning -   Planning employee monthly events for MTM & Event Management.
· Offshore training - completed the Business admin training from Munich which have given more critical responsibilities in managing work types
· Subject matter expert - Giving prompt and accurate information on individual staff member performance.
July 14’ – Till date 

Commercial- Risk Control Administration (Team Leader)
Job Responsibilities
· The planning and scheduling of surveys for each Surveyor and ensuring that they are undertaken in a prompt manner within service standards.
· Handling brokers/clients (UK) with a positive attitude

· Ensure regular liaison takes place with Surveyors to ensure all parties are fully aware of all issues and identify potential problems at an early stage.
· Ensure Surveyors diaries are kept up to date showing appointments arranged on their behalf and ensure the diary has sufficient work booked at all times.
· Constantly look for ways to improve work processes within the business by reviewing current practices and identifying and evaluating new initiatives
· Any other administration duties as they arise which assists the Risk Control Surveyors in completing surveys.
Extra responsibilities
· Cultural - active member in CFC, successfully organizing and coordinating events from end to end
· Planning and Organizing event s – Meet the team Monthly, In-house competitions and celebrations
· Innovation - Being a pilot team member stage of the application development, tips that improve work quality and time in ARC Net has been shared with the team. Also have played a pivotal role in introducing trackers that could analyze various work types have been made to improve work quality. I have made a French report with macros having all the comments in French language to help my French clients which have bought lots of appreciations from France.
Key Result Areas 
· Allocation of work to associates on a daily basis. 

· Customer Service – Global(mainly UK, Germany and France)

· Creating Weekly Reports

· Mentoring new associates in new and additional work received.

· Mentoring associates as and when requested by the AM’s

· Handling team in the absence of Team Leader.

· Act as the point of contact for the referral handling in the different processes.

· Helping the team in processing their work when required or if the work load is high.

· Monitoring quality for the team on a daily basis.

· Supporting Risk engineers/Surveyors  in arranging Risk management surveys

· Process Training 

· Sending  Productivity & Quality scores of the Team to Management

· Ensuring all administrative records are up to date. 
Strengths

· Communicating: Communication Skills

· Flexibility and Adaptability

· Learning agility: Quick learner

· Critical Thinking: Decision making skills

· Coaching people: Teaching

· Positive Attitude: Creating a positive work environment

· Intelligent

· Leadership

· Responsibility

· Listening Skills

· Goal oriented: results achiever, meeting deadlines

· Organization skills

· Prioritizing tasks

· Computer Skills

· Honesty and Integrity

· Punctuality

· Attention to detail

· Accuracy

· Interpersonal Skills

· Team Work 

· Loyalty

· People oriented: Customer service skills
Highlights 
Accredited with: 

· Allianz Top Achiever Award in 2010

· Allianz Champion employee for numerous times

· Awarded with highflier awards for best performance
Previous Experience 
2007 - 2009: Trivandrum International School, Korani, Trivandrum, Kerala, India

Job Responsibilities
· Coordinating Various Events 

· Handling Class Activities

· Conducting Parent conferences

· Teaching Mathematics

· Organizing cultural activities

· Handling the marketing activities viz.,collaterals, stall, branding, events

Education
· Pursuing MBA (ICFAI)
· Degree (Mathematics)

Certifications 
· OPEX Certified (Operational Excellence) Yellow Belt

· French Language Level – A1

· Diploma in Applied Linguistics and spoken English (Birmingham, UK)

IT Skills 
Operating System
:
Windows 95/98/2000/NT4, XP

Knowledge Packages
:
MS-Office (Word, Excel,Outlook & PowerPoint)

Hobbies
Cooking, Mehndi Designing, Travelling

Personal Details 
Date of Birth

:
18th January 1987

Marital Status

:
Single
Nationality

:
Indian
Languages Known
:
English, Malayalam, Tamil, Hindi and French.

