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Resume
Khizar 
Email – khizar.336529@2freemail.com 
Visa Status - Employment


Objective:

To secure a suitable position in an organization where proven skills and experience could be productively so as to enhance Career Development Professional Growth and learn to mutual benefits for the organization and individual.

Experience:

My experience span over a period of more than 18 years in the field of Motor u/w, Motor Claims and general accounts.

Qualification

· Bachelor of Commerce (1990) from the University of Karachi (Pakistan).  
· Completed Part I & II of ACMA from Institute of Cost & Management Accountants of Pakistan.

Software Proficiency
· Complete knowledge of MS office.
· Presently working on web based computerized system of Arabia Insurance and used to work of the leading insurance companies' software as well.
· Fluency in English and Arabic typing.

Professional Career Review
· Presently associated with M/s Arabia Insurance company in Dubai Branch since December 2014 as Supervisor Motor u/w department.
Major duties and responsibilities including supervises the proper execution of the motor department's underwriting policies and procedures, supervises the work performance for the team and work closely with them in a supportive and effective manner, solves problems and ensures timely completion of the work, overviews/assists in the preparation and issuing of policies, endorsement and other documents required technical assistance, ensures proper implementation of the tariff and the motor insurance regulations of the company, maintains proper implementation and execution of agreements made with corporate clients and brokers, maintains continuous communication with the motor claims department for policy renewal purpose, ensure proper and adequate feeding of data into the computer system, attends clients and Head Office queries undertakes the correspondence with the Head Office, clients and all other parties involved in the business operations of the specified lines, determines the training need of the staff, evaluates the performance of the staff with the branch manager, attends seminars and meeting with the clients and brokers, prepares periodical reports to the branch manger for production and loss ratio, provides orientation and on the job training to new employees and trainees, performs other related duties as assigned or requested by the company.                                                                               
· M/s Pinnacle Insurance Brokers Dubai from April 2010 to 2014 as a Manager Motor Department.
Major responsibilities include underwriting and quoting rates for Motor insurance policies, supervising the motor underwrites of the Motor Department and finalizing all pending jobs, providing quotes for new and renewals on phone and thru mails, issuance of motor insurance policies online of almost all the leading insurance companies, dealing with more than 15 insurance companies and underwriting their motor policies as per their tariff rates, handling fleet polices for various key accounts, handling of claims and coordinating with insurance companies for the finalization of partial loss and total loss claims, providing daily, weekly and monthly reports to management  for  business activities.                                                                                                               
· Royal & Sun Alliance Insurance Company (RSA) April 2007 to  April      2 010 as a Senior Motor Underwriter.

Major responsibilities include supervising the junior staff in day to day underwriting matters, handling walk-in direct client as well as handling broker’s accounts, attending various enquiries pertaining to new & renewals  of policies, preparation of online quotations for an individual as well as corporate clients, handling of fleet policies for RSA key accounts, providing support to on line brokers like approvals, correction of quotations and authorization/approval of policies, issuance of renewal notices on monthly basis and providing renewal terms to individuals and brokers, preparation of various internal reports and external business reports to management.  
· M/s Alliance Insurance Company ( Motor Underwriter and Claim Processor ) May 1999 to April 2007
Motor Underwriting:

Major responsibilities include issuance of policies for individuals as well as for fleet clients, preparation of motor quotations entering required data in the system for the preparation of Motor Policies & Arabic Certificates, preparation of fleet policies and passing necessary endorsements for the additions and deletions of vehicles, preparation of co-insurance policies, calculation of all the endorsements calculation of renewal notices on monthly basis, handling of individual clients & brokers visit to our office motor insurance & endorsements, attending telephone calls pertaining to motor underwriting and checking of policies issued
Motor Claims:

Major responsibilities include dealing with the claimants, claim intimations, preparation of payments and recovery vouchers relating to motor claims, preparation of discharge vouchers and letter of subrogation, calculation of total loss and all claims routine work. 
M/s General Enterprises Company Diplomatic Bonded Warehouse( Manager Accounts ) from 1998 to 1999.

Major responsibilities include maintaining of all the books of accounts such as General Ledger, Cash Book, Bank Book, preparation of monthly Profit & Loss Accounts, maintenance of stock ledger, dealing with Port & Customs Authorities in clearance of imported goods, looking after of Income Tax matters of the company and filling of Returns of Income to the Income Tax Authorities & the State Bank of Pakistan.

In addition of the above it is also my responsibility to deal with the Diplomats of Consulates and Embassies in pursuance of the receivable from them.

· M/s Prime Insurance Company Limited ( Senior Accountant ) from 1995 to 1998.

Major responsibilities includes maintaining of all the books of accounts, handling of all the cash and bank transactions, preparation of all the vouchers pertaining to receipt, payment & adjustments, looked after the branches and maintain a coordination between branches and the Head office, monthly reconciliation of banks, preparation of working papers for financial & statutory audit of the company, filling returns of income tax returns & keeping all the record of company’s shares and investments stocks.
· M/s Pakistan Northern Insurance Company Limited ( Assistant Manager Accounts ) from .1994 to 1995.

Major responsibilities include maintenance of all the books of accounts, preparation of all the vouchers, dealing with banks, attending the clients and  brokers, preparation of monthly reports pertaining to premium collected & received from the branches, preparation of working papers for annual audit.  
· Personal Strengths. 

Comprehensive understanding of the office environment or industry.
Team player as well as work extremely well.
Excellent personal communication skills.
Prompt, courteous, dependable and enjoy challenges. 
Enjoy learning methods and ideas and putting them into daily practice.
Possess excellent knowledge of business machines such as computer, telephone

system, fax and photocopiers.
Good Public- Relations.
