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BABITHA 
	Objective :


· Looking forward to work in an organization that offers challenging job and bright future in the field of finance & Administration Management, where my knowledge can be shared and my performance is rewarded with responsibilities.
	Strengths :


· Having ability to learn new technologies and flexible to work efficiently in different environments with good presence of mind.

· Able to work efficiently as independent or as a part of a team
· Possess good analytical, problem solving and interpersonal skills

	Academic Information :


· Pursued final year MBA in Poornaprajana Institute of Management, Udupi under Mangalore University, Karnataka 2008-2010 
* Specialization in Finance & Accounts
* Dual-specialization in Marketing Management
· B.Com from St. Mary’s college, Shirva under, Mangalore University, Karnataka in 2005-08
	Course
	SSLC
	PUC
	B.Com
	MBA

	Percentage
	77.50%
	75.16%
	70.00%
	68.00%


	Curriculum Project :

	MBA
	
	Company : National Insurance Company Limited, India

	
	
	Title: A study on National Insurance Company Limited, India with special reference to financial management


	Work Experience :


· Working in Udupi, As a Executive Secretary for past 1 Year 7 Months (11th March 2013)
· Work Profile :

· Responsible for supporting high-level executives and management or entire departments. Provides administrative support and performs numerous duties, including scheduling, writing correspondence, emailing, handling visitors, routing callers, and answering questions and requests

· Work Activities :

· Provide administrative and clerical support to departments or individuals.

· Schedule meetings and arrange conference rooms.

· Alert manager about cancelations or new meetings.

· Manage travel and schedule.

· Handle information requests.

· Prepare correspondence and stuff mail into envelopes.

· Arrange for outgoing mail and packages to be picked up.

· Prepare statistical reports, Manage spreadsheets.

· Prepare confidential and sensitive documents.

· Coordinates office management activities.

· Determine matters of top priority and handle accordingly.

· Prepare agenda for meetings.

· Takes and transcribes dictation, Helps prepare office budget.

· Plans events and volunteer activities.

· Maintain office procedures.

· Coordinate travel arrangements; prepares itineraries; prepares, compiles and maintains travel vouchers and records.

· Operate office equipment, such as photocopy machine and scanner.

· Coordinate committees and task forces.

· Relay directives, instructions and assignment to executives.

· Receive and relay telephone messages.

· Direct the general public to the appropriate staff member.

· Maintain hard copy and electronic filing system.
· Worked at Xchanging Cambridge Solutions Pvt. Ltd., Shivamogga, As a Senior Associate claims services representative for past 2.3 years (5th June 2010).
· Work Profile :

· Investigate, analyze, and determine the extent of insurance company’s liability concerning personal, casualty, or property loss or damages, and attempt to effect settlement with claimants. Correspond with adjusters to compile information. Calculate benefit payments and make payment of claims within a certain monetary limit.
· Work Activities :

· Managing the team workflow management and allocation of work. Delegation of task to appropriate resource to meet the timeliness.
· Handled and rendered support in internal, external & client query management.
· Preparing reports & sending it to top level management and to the client daily & weekly basis.
· Preparation of employee work status report, quality report to clients on monthly basis.
· Internal quality check.
· Analyzing information gathered by investigation team.
· Correspond with claim adjusters to verify employee details or any clarifications with related to work related injuries,
· Making bills payment to injured worker, insured, providers and vendors.
· Providing training to the new joiner’s into the team. 
· Updating Insider control percentages using latest proxy information

· Providing a brief on the results of operation for the most recent financial period

· Updating Business/Geographic Segments and Major Customers (when available)

· Building knowledge of relevant markets

· Maintaining a high quality and timely database

· Keeping in touch with the latest policies and procedures

· Responsible for MIS.

	Skill Sets Summary


Operating Systems
:
Win 98/2000/XP/2003 
Microsoft office
:
MS Word, Excel (Lookup functions), Power Point

Professional Applications used: Tally 7.2
	STRENGTH
	WEAKNESS

	· Hard worker
· I have the ability to cope with failures and try to learn from my mistakes

· Full commitment to my work

· Love to learn new things

· I am a quick learner. I have great problem-solving skills and am willing to learn new things to get the job done.
	· I have to work on having more patience and giving myself a break, because I always want everything done at once

· I am too focused on my work and I need to find more time to relax

· I'm too focused on work and need to develop some after-hours hobbies.


	Personal Details :


 

Date of Birth




:  30/10/1987
Gender




:  Female

Marital status



:  Married
Nationality




:  Indian
Languages Known



:  English, Kannada, Hindi, Tulu and Konkani
Interests

:  Drawing & Painting, Gardening
Extra Curricular Activities

:  Participated in various sports & cultural events conducted by the department & also in organizing the management functions & games. And I have secured many prizes in Sports and Games.
Passport Details:
 (Date of issue 04/09/2012 & Date of expiry 03/09/2022) Bangalore
I hereby declare that the information provided is true and fair to the best of my knowledge. 

Date:

Place: Dubai, UAE
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