JINJU 
Email: jinju.349110@2freemail.com                             
Objective:

Intend to build a career with leading corporate of hi-tech environment with committed & dedicated people, which will help me to explore myself fully and realize my potential, willing to work as a key player in challenging & creative environment.
Summary of Qualifications:

· Innovative professional with 2+ years of progressive experience in front office management, customer relations, operations, sales & marketing and the skills to drive business growth, and manage all aspects of daily business operations.
· Expertise in marketing, administration, accounts handling, documentation. 
· Quick study, with an ability to easily grasp and put into application new ideas & concepts.

· Dedicated, innovative and self-motivated team player.

· Good oral/written communication, interpersonal, analytical and problem resolution skills. 

Professional Experience:

TATA AIG LIFE INSURANCE PVT LTD, Trivandrum 

        March 2008 to December 2008.

Customer Support Officer
· Preparing the daily reports.
· Handling customer queries and providing assistance.

· Verifying the policy application & documents and updating the policy details.

· Assisting the customers in policy renewal, surrender etc.

· Preparing POS and U&I, sending the reports to the head office. 
NEWC COCHIN DEVELOPERS, Trivandrum 

                November 2006 to February 2008.

Administration Officer
· Preparing the daily reports.
· Verification of the property documents.
· Managing day to day expense & accounts handling.
CENTURION BANK OF PUNJAB, Trivandrum 


              October 2005 to April 2006.
Relationship Officer
· Selling both life insurance & general insurance.
Project Profile:
1. An organization study in Travancore Titanium Products Ltd, Trivandrum, Kerala for a period of 5 weeks.
2. A study on Tax benefit and Investment options through Insurance policy in HDFC Standard Life, Trivandrum for a period of 16 weeks.
Educational Qualification:
· Completed Montessori Teacher Training course(M.M.T.C) at Oxford kids,Trivandrum.
· Undergone one month observation at oxford kids Montessori house of      children,Trivandrum.
· Undergone one month observation at Oxford Higher secondary school,Trivandrum.

· Completed M.B.A with Marketing & Finance as specialization in S.S.M College of Engineering, Erode, under Anna University, Tamil Nadu with an aggregate of 72% marks.
· Completed Bachelor Degree in Business Administration from UIT, Neyatinkara under University of Kerala with an aggregate of 79% marks.
Computer skills:
· MS-Office, SQL, Tally.
Personal Profile:
Date of birth

: 30-05-1983
Nationality

: Indian

Marital Status

: Married

Languages known
: Malayalam, English, Hindi, Tamil.

I do here by confirm that the information given in this form is true to the best of my knowledge and belief.
Jinju 
