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OBJECTIVE
Inclination to grow and evolve into a true Corporate Professional with multifaceted skills in Administration, Operations, Purchase And book-keeping, Facility Management, documentations & process management.
CAREER PRÉCIS
· A dynamic professional with success of over 13+ years in the areas of Operations, Administration, Customer Service and Facility Management
· Presently working with Max Life Insurance Co Ltd as Assistant Manager–Operations         (Banc assurance)
· Proficiency in devising/executing service standards and operational strategies in all functional areas 
· Adept in developing & streamlining systems with proven ability to enhance operational effectiveness and meet operational goals within the cost, time & quality parameters. 

· A dynamic go getter and trend setter with the desire to remain on a cutting edge, Strengthen structure around compliance with respect to new business documentation process.
· Outstanding success in building/maintaining Stores and Purchase operations. 
· Exceptionally well organized with a track record that demonstrates self motivation, creativity and initiatives to achieve both personal and corporate goals.

· Proficiency in managing compliance with KYC guidelines issued by RBI & regulatory bodies.Lead the Service Team -Ensuring regulatory and procedural compliance and Risk Management

PROFICIENCY FORTE
Strategic Management/Planning and Execution
· Formulating functional strategies ensuring effective implementation and supervision.
· Possessed comprehensive understanding of the retail banking products and services like KYC/AML, static data updates.
· Analyze trend and process gap and strategic action plan to achieve the set objectives; streamlining existing processes to enhance efficiencies while minimizing operational time/costs.
· Define risk and compliance guidelines for multiple functions.
· Define service standards, measurement metrics in all functional areas; Productivity, Accuracy, TAT
· Planning, Executing and spearheading environmental operations.
· Competency in devising significant solutions for maintaining sound environmental and safety conditions.
Administration and Facility Management 

· Working on succession planning of the team activities, shift management activities, appraising the members performance and providing feedbacks
· Highly regarded leadership abilities .Apply innate interpersonal skills to establish and maintain positive relationships and improve workplace morale.
· Calm and productive under extreme stress 
· Expert in preparing various reports/MIS and purchasing materials to meet the needs of dynamic office environments.
· Handled multimillion-materials and equipments purchases required for a Facility Management Company.
Purchase and Stores Management
· Expertise in developing local vendors ,reducing the cost of procurement of materials

· Experienced with implementing systems of inventory management avoiding over-stocking or wastage.

· Setting up the weekly ,monthly ,quarterly procurement plan

· Planning and budgeting of purchase functions, involving cost estimation, contract negotiations

· Liaison with various departments to maintain optimum inventory, timely payment of bills

· Effective management of vendor database

· ABC classification of vendors on the basis of criteria like cost, quality and timely delivery etc.
· Maintaining the stock of material without variance by conducting stock verification and documentation
· Implementing Standard Operating Procedures.
Sales Support

· Managing lead generation activities, scheduling sales meetings and preparing presentations
· Handling pre and post sales processes related activities with a keen ability to work towards total customer satisfaction. 
· Proven proficiency in using technology to aid sales coordinating tasks

· Proficient in providing administrative support to different departments aimed at coordinating sales efforts appropriately

CAREER CONTOUR
March’08 to May’12 & Sep’13 to till date with Max Life Insurance (formerly Max New York Life Insurance)
Assistant Manager- Operations
(Direct Sales Channel & Bancassurance)
In middle worked with ICICI Bank Ltd as Operations Manager for a period of 1 Year and rejoined with Max Life Insurance
Max Life 
Role:
· Held significant roles in new business processing ,financial and operational turnarounds
· Handle a 12 –person team in charge of application processing of new life insurance and managing 

     Customer service and claims.
· Maintain quality, safety and customer service integrity through total quality management.
· Experienced in operations restructuring to address business growth, reduce costs and improve services 

· Define risk and compliance guidelines for the function

· Implementing effective measures for smooth login process at front desk. Analyze trend and process gap and initiate process improvement

· Manage smooth and effective customer service delivery

· Formulating Annual Operating Plan and strategic action plan to achieve the set objectives; streamlining existing processes to enhance efficiencies while minimizing operational time/costs
· To assist the Head of Sales support in implementing the Performance Management policies (PMS), Balance score card and ensure that all activities related to Performance Management are done in an error free and timely manner. 
· Ensure co-ordination between sales and HR in ensuring timely update of appraisal related activities.
· Liaise with the supervisors to enable setting of  KPI’s  to the respective teams
· Assist in the development of MIS pertaining to Performance Management, sales performance both internal and external partners.

· Handle Renewals & persistency as a key KPI for the channel driving both internal and external teams to achieve respective objectives set.
· Impart continuous training to Managers and staff members on all the issues relating to the set procedures and control in the company
· Work closely with the Compliance & Legal team with regard to drafting and execution of  legal Agreements  & to ensure conformance to the regulatory guidelines.
· Ensure all relevant enablers including sales tools, contests & promotions; marketing collaterals, ad-hoc trainings, system support etc are put in place to assist all distribution channels.

· Regularly review and analyse the performance of corporate agency & brokers in terms of revenue generated, quality of business sourced and ensure compliance norms are maintained at all times from partner’s end by providing timely  inputs to both business head and distribution channels
· Claim Processing:-
· Evaluation of claim documents and evidences submitted by the claimant. To ensure received information from all sources is complete and accurate

· Handle customer complaints/Queries in an empathetic and professional manner

· Handle claims electronically on in-house data management system

· Initiated interviews with the claimants’ and witnesses for additional information 

· Resolve complex claims-processing issues; participate in quality-control audits; and monitor claim status updates. 
May ’12 till June‘13 with ICICI Bank Ltd
Assistant Manager –Branch Operations 
Role:
· Ensure efficient service delivery, Supervision of cash processing and other branch/customer transactions in the related area of work

· Ensuring compliance with KYC guidelines issued by RBI & regulatory bodies.Lead the Service Team -Ensuring regulatory and procedural compliance and Risk Management
· Possessed comprehensive understanding of the retail banking products and services like KYC/AML, static data updates.
· Branch administration and Facility Management. MIS and Data Management.
· Recording, resolving and monitoring all complaints & resolutions
· Review of all reports -Staff training & development -Ensure smooth functioning of all branch related operations
· Personally handle High network customers of the Branch with one point of contact for any Banking requirements. 

· Reporting of any AML issues or Fraud found in any account. 

· Planning the outflow and inflow requirements of cash at the branch. 

Dec’06 – Feb’08 with ING Life Insurance
-Branch Coordinator
Role:
· Reporting to Regional Manager- Sales
· Enhancement of relationship with Business partners 

· Coordinate with all depts. for smooth flow of Operations

· Experienced in New Office Set up
· Supervision and control over the facility management 

· Scrutinizing Application forms and ensure standard Policy Issuance rate 

· Secretarial assistance to Branch Head.-


 Co Ordinate with Insurance Training Institute for IRDA training programmes.

Ensure timely communication of sales promotional activities among the sales managers and insurance agents.

Sourcing of candidates (sales associates/insurance agents) through consultancies and Employee Referral.

· IRDA Licensing process for the Insurance agents 

· Manage various MIS and ensure gets published on time

· Handled HR Operations- Employee joining and Exit formalities, Employee Salary Processing, Maintaining Employee Attendance and leave records and Maintaining Statutory Records
· Office General administration and Money Management
Mar’03 – Nov ’06 with S.M.S Pvt Ltd (Mumbai based facility Management co)
as Operations In charge
Role:

· Selection and deployment of Facility Management staff

· Joining formalities and Salary Processing

· Handled manual salary disbursement process to Facility staff of about 670 Nos.

· Training and Coordination with Operation Supervisors and facility staffs for smooth functioning of site and ensure effective service delivery.

· Achieved a rating of 4 in ‘customer satisfaction survey’ on a 5 points scale

· Designed & Established complete store operation
· Co ordinate with Tax and PF Consultants

· Office Upkeep and Administrative support to Stores and Purchase Departments. Evaluation of Vendor Quotations, Scheduling stores and purchase operations.

· Maintenance of Petty Cash & outstanding payment follow up

· Processing of Vendor bills and coordination
· Selection and deployment of Facility Management staff

· Joining formalities and Salary Processing

· Maintain Min / Max. Stock level & intending the material, FIFO management to retain Shelf life of product.

May’01 – Feb’03 with Thasleej Cold Storage (50K Ton Capacity Cold Storage placed at Kerala,Palakkad Dist)
as Stores/Accounts Assistant
Role:

· Maintain Stores Records. Co-ordination with clients in connection with stock management.
· Stock Update and ensure Update in Bin cards

· Stock auditing and reconciliation of Inventory every month of all customers
· Billing and Maintain Registers and Ledger Accounts
· Petty Cash Management 

· Wages calculation and wages disbursement to labours

May’2000 – April’01 with Chartered Accountant Firm
as Office and Accounts Assistant
Role:

· Study on preparing and maintaining Journals , Trading and Profit & Loss A/cs, Balance Sheets

· Worked for 3 Tamarent merchants in the CA firm to maintain the A/c Registers. And successfully completed till the balance sheet preparation within a span of 6 months 

EDUCATION
B.Com Graduation –Co Operation Major from Calicut University (Kerala, India) in 2000
OTHER SKILLS
Proficient in MS Office and Internet
PERSONAL DETAILS
Nationality 



:

Indian

Date of Birth



:

10th May 1980
Gender




:

Male
Marital status


:

Married
Interests




:

Travelling, Music
Visa Status


:
Currently on Tourist Visa 
