	
	PRITVISH 

	Personal Data:
Gender           : Male

Nationality      : Indian 
Marital Status  : Married
Place of Issue : Trivandrum
Languages:    

Hindi, Malayalam , English
	Pritvish.343569@2freemail.com
ADMINISTRATION COORDINATOR
Career Objective

To obtain a meaningful and challenging position that enables me to utilize my skills and abilities in an organization that offers professional growth while, being resourceful, innovative and flexible.
Professional Summary

Offering 14 plus years of experience in administrational and operational fields for Oilfield Inspection and Insurance companies combined with experience in diverse working environments.  
Education  Profile

University: Kerala University.

College: St. Xavier’s College, Trivandrum.

Major: Bachelor of Science in Chemistry. 

Score: 71%
Year of Graduation: April / May 2000.

Professional Qualification
Microsoft office automation
(General PC proficiency and strong skills in MS Word, Excel and PowerPoint)

Web Designing Tools and E-commerce concepts from APTECH

First Aid Training, Hand and Injury Training (Oceaneering)

Spearhead Training Course entitled Assertiveness Skills

Basics of Insurance (Allianz)
Strengths

Adapt at working in a fast pace environment while ensuring project completion within the time as well as safe and efficient operations.

Strong interpersonal skills, having dealt with a diversity of professionals, clients and staff.

Effective communication through free expression of thoughts.

A systematic and organized person.


	WORK EXPERIENCE:
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Jul 2014 – Oct 2016


ALLIANZ INDIA (Allianz Cornhill Information Services Private Ltd)
 
Technopark, Thiruvananthapuram, Kerala
Job position:   

Senior Insurance Operations Specialist                         

· Handle all LDM requests from the Property business and ensure the location details are uploaded into AGCS front office application (CORES), formating Schedule of Values, uploading these values into CORES, geocoding, resolving errors and validating addresses.
· FAC RI calculations are done on Riskbrowser enviornment and sent to pricing.
· Liaise with underwriters to ensure timely renewal of policies.
· Develop effective working relationships with internal and external team members, including Underwriters and Account Technicians.
· Manage multiple priority accounts efficiently and meet tight deadlines with accurate results.

· Floor support and other tasks such as ad-hoc projects as and when necessary including data quality requirement exercises.
· Continue to develop technical and system knowledge, basic understanding of general insurance and terminology, soft skills, etc.

 May 2006 – Mar 2014

 OCEANEERING OIS WLL (Oceaneering International, Inc)
 
 Abu Dhabi, United Arab Emirates
Job position:   

Administration Coordinator                         
1. Resource Management 

a. Personnel requirements

i. Qualification Requirements

ii. Number of Personnel Requirements / Availability

iii. If require, New Recruitment

iv. Organize and coordinate training sessions.

b. Remain aware and update Operations Manager daily, weekly and monthly schedules.

2. Time sheet Control

a. Receiving Time sheet before closing
b. Checking / Passing on to Accounts

c. Clarification if any

3. Crew Rotation Maintenance

a. Scheduling of  Personnel Rotations
b. Coordination with Client / Project manager for submission of updated CVs / certificates / approval and other requirement prior to mobilization.
c. Finding Suitable Replacements
d. Transfer arrangements with Client’s / Personnel

4. Coordination with Accounts

a. New Recruitment Contract

b. Time Sheet

c. Worksheet (Client’s Invoice)

d. Supplier’s Invoice

5. Travel Documents

a. Validity of Passport

b. Validity of Visa

c. Co-ordination with PRO (Prepare Visa application Documents / Arranging Visa medical)

d. Travel Tickets / Status

e. Local Pick up and Accommodations

f. Monitoring Documents Expiry
7.
Maintaining records / Documents Control

I. Client’s Documents / Specification

II. Project Specific Procedure control

III. Communication with Clients (Incoming / Outgoing)

a. CV / Training / Medical and Certification file

b. Passport / Seaman’s Visa Control File

c. Logistic Control file / Ticket / Transportation / Accommodation

8.   Purchase Order

a.    Allocating Unique P.O. Number
b.    Preparing P.O. based on Approved Requisitions

c.    Maintaining P.O. Register 
d.    Distributions and filing of P.O. copy



Jun 2005 - Dec 2005



PERFECTSCRIBE TRANSCRIPTION SERVICES


Lajpat Nagar, New Delhi - INDIA

Job position:

   
Quality Analyst / Coordinator
· Manages the front office operations providing support to transcription professionals and service to clients

· Performing final QC of medical documents for US hospitals and clinics

· Coordinating the smooth work flow amongst team, job allocation, and ensuring adherence to TAT
· Preparing detailed reports to Manager

               Jul 2004 - May 2005



  ENTER TECHNOLOGIES PRIVATE LTD.
  Technopark, Thiruvananthapuram, Kerala - INDIA

Job position:

   
Medical / Business Language Specialist
· Transcription of medical reports, quality checking and referral letter

· Identifying the problem areas for constant improvement of quality and providing feedback on a daily                   basis to my team
· Update and maintain subordinates file allocation database for current records


                Jun 2002 - Mar 2004


   SEAVIEW SUPPORT SYSTEMS PRIVATE LTD
                Technopark, Thiruvananthapuram, Kerala - INDIA

Job position:

  Transcriptionist / Call Center Data Documentation 
Professional
· Accurately transcribes the patient-identifying information including medical records.

· Maintains / consults references for medical procedures and terminology.

· Also involved in legal transcription where audio files relating to court cases in UK had to be transcribed with minimal errors.

· Perform quality assurance check.[image: image1.png]
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