Blessy 
Sharjah, UAE
Email: blessy.352618@2freemail.com 
Carrer Objective:
A zeal to excel at my work and facilitate the functioning and process of an insurance firm, leading to utmost customer satisfaction and colleague coordination. Wish to be a part of environment wherein responsibilities are not dictated but handed over so that one can put in one’s best at it.
Career Summary:

I have 15 years of experience as Insurance Coordinator at Al Sagr National Insurance Co. Dubai. I have always delivers my best to the employers. Familiar with various insurance policies and claims thus, at times work as an Insurance Advisor for various polices and schemes. Well acquainted with the documentation procedures, Claim registration and settlement procedures.
Professional Experience

Insurance Coordinator – Motor Recovery 

Al Sagr National Insurance Co.
Dec 2001 to December 2016
· Prepare the claims and send them to the companies.

· Receive the claims from other companies for settlements.

· Open claims of other companies and enter data related to the accident.

· Follow up our claims with other companies through phone calls and visits to follow up our pending claims.

· Collect credit notes between the companies.

· Issue Debit/Credit notes.

· Issuing reports regarding recovered claims from other Insurance companies.

· Issuing monthly reports.

· Follow up Individual collection of recovery claims.

· Inward/outward Co-Insurance entries and facultative placements.

· Motor Co-insurance entries and processing.

· Follow up Individual collection of recovery claims and Coordinate the claims between branches.
Secretary / Office Administrator
WOSA (World of Stars Advertising)
6 months
Nature of Job: 

· Secretarial work for the General Manager.

· Complete in charge of the day to day functioning of the office.

· Typing of various reports/proposal, correspondences etc.

· Preparing slides for seminars and various presentations.

· Doing administration work, various self correspondences etc.

· Preparation of vouchers, maintaining files & records.

· Handling appointment/telephone calls of the General Manager

· Organizing meetings (Board meetings, General Meetings etc

Challenge Advertising 

Secretary

Nature of Job: 

Preparing Quotation, Invoices, Accounts, Customer Service, Making all the necessary arrangements for the meeting etc… (6 months)
Education and Professional Development

· 1999- 2003 : Bachelor of commerce – Wisdom Institute -Dubai

· 2000 – 2001, completed Secretarial Course from Nadia Institute – Dubai

· 2011-  2012, Passenger Service Agent – Career Institute – Dubai

· 2017 – on going, Insurance Certification.
· 2017 – MBA –On going
Personal Profile

Date of birth
:25th September, 1981

Nationality
: Indian

Visa

: Employment visa with NOC

Holding valid UAE Driving License
References: Available on request
I hereby declare that the information given above are true and correct to the best of my knowledge.
Blessy 
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