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PERSONAL & PROFESSIONAL SKILLS
· Possess positive attitude. 
· Excellent Team player 
· Good interpersonal and analytical skills. 
· Multi – task and customer service –oriented, flexible and efficient. 
· Good written & verbal communication skills. 

Career Objectives: Obtain a position as a team-player in a people-oriented organization where I can maximize my experience in a challenging environment to achieve the corporate goals.

Professional Experience
June 2012 - June 2014
Dubai
Admin Executive
Al Saeedi Group
Al Saeedi group is one of the leading tyre distributers in the UAE with its corporate office in Jebel Ali Free Zone. Over the past two decades, Al Saeedi group has solidified its reputation as a specialist in tyre distribution and service solutions. The company enjoys extensive activity in a number of countries with exceptional business performance in the MENA (Middle East and North Africa) Region.
Job Responsibilities:
· To prepare monthly tyre management report and submitting it to the corporate companies. 
· Preparing daily and monthly attendance report and submitting it to the HR Manager. 
· Al Saeedi is an ISO 9001-2008 Co. All audits and reports are prepared by me and co-ordinates with the management representative (Periodic surveillance audits, recertification). 
· Assisting Operations Manager in preparing reports, tenders, pricing etc. 
· Assisting the Director by preparing the weekly sales report, Service Center performance report etc. 


Feb 2010 – 2011
INDIA
Customer Service Executive
Bharati AXA Life Insurance
Bharti AXA Life is a life insurance player that was started in 2006. It brings together strong financial expertise of the Paris-headquartered AXA Group, and Bharti Enterprises - one of India's leading business groups with interests in telecom, agricultural business, financial services, and retail. The joint venture has a 74% stake from Bharti and 26% stake from AXA Asia Pacific Holdings Ltd.(APH).The company launched national operations in December 2006. Today, Bharti AXA Life has a national footprint of distributors trained to provide quality financial advice and insurance solutions to the large Indian customer base. Industry: Insurance / Banking
Job Responsibilities:
· Customer Service Tasks Performed Check to ensure that appropriate changes were made to resolve customers' problems. 
· Confer with customers by telephone or in person in order to provide information about products and services, to take orders or cancel accounts, or to obtain details of complaints. 
· Contact customers in order to respond to inquiries or to notify them of claim investigation results and any planned adjustments. 
· Determine charges for services requested, collect deposits or payments, and/or arrange for billing. 
· Keep records of customer interactions and transactions, recording details of inquiries, complaints, and comments, as well as actions taken. 
· Obtain and examine all relevant information in order to assess validity of complaints and to determine possible causes, such as extreme weather conditions that could increase utility bills. 
· Refer unresolved customer grievances to designated departments for further investigation. 
· Resolve customers' service or billing complaints by performing activities such as exchanging merchandise, refunding money, and adjusting bills. 
· Review insurance policy terms in order to determine whether a particular loss is covered by insurance. 
· Solicit sale of new or additional services or products. 

Education
	2011:
	Diploma in Shipping and Logistics

	2008:
	University Of Calicut, Kerala, India

	
	Bachelor's Degree in Commerce

	2004 :
	12th, from Board of Higher Secondary Examination, state

	
	Government of Kerala. (St. Teresa’s)

	2002:
	10th, Passed from Board CBSE Examination, Central Government

	
	Of India. (Bharatiya Vidya Bhavan)



Computer Skills
2011:
MS Office

Languages known




English
Hindi
Malayalam


Personal Information
Birth Date
: 1st April 1986
Gender
: Female
Nationality
: Indian
Marital Status
: Married
Visa Status
: Husband Sponership
Certificates and Credentials could be produced if required upon request. I hereby declare that the above given information are true to the best of my knowledge.
