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Objective
A challenging position in client servicing, in an organisation of high repute and modern corporate work culture, in the U.A.E.  

Pursuing a highly rewarding career, seeking a job in a challenging and healthy work environment, where I can utilize my skills and knowledge efficiently for organizational and personal growth. 
Work Experience

Chipsule Electronics (January 2014 – Present)
· Background: Chipsule Electronics is a partnership firm that deals with industrial electronics servicing, which was founded in 2011. 
· Position: Client Servicing Manager 
· Roles & Responsibilities: 

· Training the sales team on how to go about the sales process (how to create a prospect list efficiently, fix appointments and deliver an effective sales pitch)

· Training the client servicing team on how to follow up and maintain good rapport with clients, how to collect feedback and deal with complaints 
· Supervising the teams and their activities

· Setting targets for each sales executive 
· Conducting performance evaluation of the teams and providing coaching whenever necessary

· Serve as primary contact for all clients
· Ensuring that the marketing activities and sales and client servicing activities are in alignment with each other 
· Significant Contributions: 
· Built the sales team and client servicing team by creating candidate profile, conducting interviews of applicants and hiring the perfect candidates

· Trained the teams on how to approach prospects and clients so as to ensure maximum customer acquisition and retention
· Maintained upward trend in business development throughout by ensuring inter-departmental synergy in all activities 
Jardine Lloyd Thompson India Pvt. Ltd. (December 2011 – December 2013) 
· Background: JLT is a market leader in insurance & reinsurance broking, risk consultancy and employee benefits services. 
· Position: Senior Technical Business Administrator – AUS Broking 
· Roles & Responsibilities: 

· Client Operations:
· Successfully completed training sessions on Australian Broking Operations which included Processing on Complex Renewal Declaration and other supporting documents enabling smooth Renewal Process of Insurance policies.
· Contributed significantly in the Process with regards to Claims Updation in the JBS Systems (Jardine Broking Systems) as per the Client/Broker Requirements and thereby meeting SLA’s effectively. 

· Renewal Process included intricate calculation of Premiums, Brokerage and Commission Charges. Performed the related tasks at the renewal stages complementing the completion of successive stages in an organized manner. 

· Intimations were sent to clients and brokers with creation of relevant letters, giving the correct information about the client portfolio for various classes which required thorough checklist of previously performed activities. 

· Indexing and Seven Hills Transaction: 
· Actively involved in Indexing Transaction across different locations which included Scrutiny of PDF documents on Index Plus and Cross Checking the same with relevant information updated on JBS. 

· Co-ordination with BPT (Business Processing Team) and the ultimate Brokers were carried out which involved notification of activity and raising of queries. 
· Proactively involved in formulation and updating of the Indexing Transaction Procedures and Guidelines. 
· Conducted Training sessions for new FTE’s on Indexing Transaction and helped them in solving queries by coordinating with BPT and Brokers, thereby ensured proper flow of information and instructions. 
· Was involved in Allocation & Reconciliations and Auditing the Indexing cases of Team Members, involving Query Resolutions and investigations of Complex Cases. 
· Have worked upon Seven Hills Transactions which includes VERO quoting, QBE Renewals, TAXI, LGA and various Ad-Hoc related tasks. 
· Employee Benefits: 

· Supported Employee Benefits team for two months in an ad-hoc task

· Gained process knowledge for medical, dental and vision coverage terminologies
· Was involved in pre-renewal marketing strategy with the client account manager and, at times, with the carrier

· Successfully acquired more clients in early renewal by offering the best quotes and strategy plans by conducting analysis with the client manager and the carrier, aiding them to opt for the right plan
· Significant Contributions: 

· Solely took upon a task named ‘Adelaide LGA’ (Local Government Asset). This transaction previously had the unit time of a day or so, for which, created a macro which can complete in less than 5 minutes; thus improving not only individual, but also overall team’s productivity. 
· Contributed to the team for excel Ad-hoc task which can save time and increase productivity and accuracy without cross checking. 
· Achieved a Spot Reward – Star of the Month for displaying outstanding contribution towards Indexing Process and also significant contribution in Client Ops within Australia Broking. 

· Secured 1st Rank in Process Improvement Program – an initiative to smoothen the process of JLT Operations. 

· Successfully contributed to Public Sector Work, which is known as the peak period for Australian Broking with regards to creating declarations and renewing policies, increasing the individual productivity upto 85 percent and 100 % accuracy. 
First Advantage Private Limited (May 2011 – November 2011)
· Background: First Advantage is the largest provider of employment background screening services in the Asia Pacific region. It is widely recognized as the leader in background services in Asia Pacific, by combing their global reach and local expertise. 
· Position: Associate (Client Operations) 
· Roles & Responsibilities: 

· Thoroughly verifying the educational and professional qualifications and employment history of a job applicant. Liaising with various teams for completion of urgent reports. Worked with clients like: ICICI Prudential, Infosys, Microsoft, HCL, Amazon, Accenture, Abbott, etc.  

· Worked with the MIS Team for daily, weekly, monthly, quarterly MIS reports for furnishing accurate reports to clients with updated verification results 

· Significant Contributions: 

· Achieved the Service Excellence Award for playing pivotal role in handling critical clients. 
Education

· Post Graduate Diploma in Business Administration (Marketing) – from Prin. L. N. Welingkar Institute of Management Studies and Research; 2012
· Bachelors in Commerce – from University of Mumbai; 2010
· Higher Secondary School Certificate – from Maharashtra State Board; 2006
· Secondary School Certificate – from Maharashtra State Board; 2004

Additional Certifications

· Diploma in Computer Applications (GNIIT), from NIIT
Achievements

Academic Level:

· Awarded Proficiency Certificate for securing First Rank in Academics at Primary School level
· Participated and won at various quiz competitions, singing, dance, debates and elocution competitions
· Anchored and managed various seminars and cultural events at collegiate level, as part of various committee

Professional Level:

· Secured first prize for the Process Improvement Program initiated by JLT

· Was awarded the Service Excellence Award for handling critical clients with 100% accuracy 

· Created a Macro that cut down overall processing time by 90% and increased productivity of the entire team by 90%
· Built a sales team and client servicing team from scratch for a start-up
· Hired and coached both teams, and maintained the growth of the members individually, as well as, as part of their respective teams
Extra-curricular Activities

· Was actively involved in social welfare activities during Mumbai floods of July 2006
· Participated in various drives as a member of the Nature Club
· Played at district-level cricket matches 
IT Skills

· MS Office 
· Proficient in MS Excel (Active member in ExcelForum) 
Personal Details
Nationality: 

Indian 
	Language
	Level of Proficiency

	
	Spoken
	Written

	English
	Fluent
	Fluent

	Hindi
	Fluent
	Fluent

	Malayalam
	Fluent
	Fluent

	Marathi
	Fluent
	Fluent

	Urdu
	Beginner
	Beginner


Date of Birth:

10th February, 1989 
Languages Known:


Visa Status:

Tourist
Drivers’ License:
Indian License
Marital Status:

Unmarried

Hobbies:

Singing, traveling, working out, reading, blogging
