Raees
Raees.258841@2freemail.com    
Career Objective:

To be part in a company that will offer unlimited opportunities, financial growth, career development and job security and be able to contribute in the company’s competitiveness locally and worldwide.
Key Skills and Abilities 

· Assigned and regulated clerical/secretarial functions – Delegated work responsibilities among the office personnel.

· Designed filing systems and arranged the procedures for maintaining records – Maintained the office budget and secured the personnel files.

· Supervised the supply of office equipment, health and safety policies, and customer service.

· Excellent time management skills and ability to multi task and prioritize work.
· Consistent strive for ways to improve work processes and procedures

· Experience and affinity working with people at all levels of an organization from high level executives and support staff to suppliers

· Ability to work both independently and as a team member

· Ability to organize and prioritize workflow and to coordinate the work of others

· Strong problem solving skills that ensure solutions are consistent with organization objectives

· Strong interpersonal and communication skills

· Payroll Analysis. 
Training/Work Experiences:  

Company’s Name 
VFS GLOBAL (SCHENGEN UNIT)




P.O Box 114100 Dubai, UAE

Job Title/Position
Deputy Manager
Period


April 2008 – October 2015
Job Description

Key Functions:
· Deputy Manager
· Monitors visa application forms and other requirement from the applicant.

· Scrutinize the requirements submitted by the applicant if all documents are valid and complete.

· Supervision of Data entry Staff
· Captures and finalize the data of the applicant that was entered during the submission.

· Labels the envelope and prepares the documents for sending to the Consulate

· Doing data entry in the system for each assign consulate (Germany/Austria) and double checking the documents submitted in front office.
· Giving the final count at the end of the day for each consulate. 
· Enter the initial record of the applicant into the system.

Company’s Name
HEALTH PRIME INTERNATIONAL



303, Akruti trade center, Marol, MIDC, Andheri (West), Mumbai-        

                                        400093                   
Job Title/Position
Back Office Executive
Period


December 2006 – January 2008 
Job Description

· Patient’s financial services.
· Billing department and collection process.
· Entrusted to send appeal letter to appeal department for billing process. 

· Balance control and claim processing for clients.
· Electronic claim filling and claim submission.

· Verify member’s eligibility for billing process.
Company’s Name
SPANCO TELESYSTEM



Mumbai, India
Job Title/Position
Contact Center Department
Period


January 2006 – November 2006 

Job Description

· Assign to inbound and outbound calling.
· Telemarketing for clients. 

· Insurance department. 
Company’s Name
TATA AIG



Mumbai, India
Job Title/Position
Contact Centre Department
Period


July 2005 – November 2005
Job Description

· Assign to inbound and outbound calling.

· Telemarketing for clients. 
· Providing customer service. 

Personal Data:

Age

 
33 yrs. old 

Date of Birth

November 27, 1982
Gender

            Male

Civil Status

Married  

Religion

Islam
Educational Attainment:

	Examination
	Name of school / College
	University / Board
	Year of Passing

	       B.Com
	   K.J.Somaiya College 
	Mumbai University


	  Mar – 2005

   

	       H.S.C
	   Karthika College
	Maharashtra Board


	  Feb – 2001



	       S.S.C
	   Karthika School
	Maharashtra Board
	   Mar – 1998
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