[image: image1.jpg]


Curriculum Vitae

OBJECTIVE: To associate myself with an organization in Administrative position with focus on Client Relations/Customer Service /Business Development where there is an ample growth and Development.
QUALIFICATION: B Tech in Electronics & Communications (Calicut University – 2010).

EXPERIENCE: 3.7yrs.
Client service executive at Continental Insurance Brokers, Dubai. (From 2nd Feb 2015 to present)
       ( Responsible for acknowledging and answering all insurance and claim related queries via phone / email / walk ins and / or will route them to the concerned department if required.
( Responsible for compiling reports on weekly/monthly trends.
( Call potential clients to expand their customer base, Explain the features of various policies.
( Analyze clients’ current insurance policies and suggest additions or changes.
( Customize insurance programs to suit individual clients.
( Handle policy renewals.
( Maintain electronic and paper records.
( Help policyholders settle claims.

Course coordinator at Manipal Global
       ( Worked as a Customer Service Admin/Course coordinator in Manipal Global Education, Bangalore from April2013 to April2014.
( Roles and responsibilities include, Handling enquires on phone and in person.
( Maintains student’s records by updating account information.
        ( Counsel students (prospects), convince and convert them for the respective programs of Manipal University/ Manipal Education.
( Counsel students in admission process after selection.
( Follow up & documentation.(Report Making, Submission, Updating).
       ( Counsel students in non-academic matters during the course of the study, excluding placement related aspects.

       ( Helped coordinate dozens of recruitment events that contributed to consistently high enrollment levels.
       ( Provide presales support in terms of collecting target audience database for all locations, managing mailers/e-mailers campaign and coordinating other presales activities.

.

         Project Administrative Assistant at WIPRO Technologies:
        (  Worked as a Project Administrative Assistant in Wipro Technologies, Kochi, India since May 2011 to May 2013.
        (  Setup and maintain job files in accordance with Company work instructions and applicable project instructions.

        (  Prepare correspondence, presentations and/or reports as required.
       (  Follow-up on correspondence and outstanding requests for resolution.
       (  Coordinate for Project Team, Client and/or Vendor meetings.
(  Responsible for the setup and cleanup of meeting facilities utilized by Project Manager and/or Project Team.
( Co-coordinating with the international clients through calls & mails.

__________________ PERSONAL SKILL_________________________________________________________________

 ( Independent, self-starter, flexible, hands-on result oriented individual.

        ( Ability to interface with a variety of personalities and with persons at all levels of experience.
        ( Attention to details and capability to work effectively within a given framework/conditions.
 ( Excellent Leadership skills.
 ( Effective Communication Skills.
___________________PERSONAL PROFILE____________________________________________________________
	Date of birth
	:
	 19thJune, 1988

	Gender
	:
	 Female

	Nationality
	:
	 Indian

	Languages known
	:
	English, Malayalam, Tamil, Hindi.


________________ EXTRA CURRICULAR ACTIVITIE_________________________________________________

 (  Cooking
 (  Painting
____________________ DECLARATION__________________________________________________________________

I hereby declare that the above written particulars are true to the best of my knowledge and belief.
Gulfjobseeker.com CV No: 1472022


Mobile +971504753686, +971505905010  


cvdatabase[@]gulfjobseeker.com


To contact this candidate use this link


�HYPERLINK "http://www.gulfjobseeker.com/feedback/contactjs.php"��http://www.gulfjobseeker.com/feedback/contactjs.php�








