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CAREER OBJECTIVE

Sincere and diligent commerce graduate with 6+ years of experience interested to work in a professionally managed organization that encourage a spirit of learning and teamwork where I can provide inputs by way of my talent and skills to achieve the organizational objectives and simultaneously acquire knowledge, gain experience and growth.


SUMMARY OF SKILLS
· Self-motivated, independent and proactive in carrying out duties

· Ability to work under pressure & good time management
· Good understanding of the financial mechanics as well as the operations of insurance business. 
· Able to adapt quickly and easily to technical information, new working practices and environment.  
·  Interact with all levels of people in complex and difficult situation.


PROFESSIONAL EXPERIENCE 

GARGASH INSURANCE SERVICES LLC, ABU DHABI ( OCT 2012 - PRESENT)
Insurance Underwriter / Customer Service Executive- Medical Department

Work Description:
· Obtaining quotations from different Insurance Companies for new deals and renewals

·  Evaluate and prepare quote comparison for customers review
· Negotiating with Insurer and drawing up contracts

· Follow up with customers for documents and premium settlement
· Servicing the client with all the midterm amendments in Medical and GLPA
· Effective handling of customer queries related to Medical & GLPA and responding to them in timely & accurate manner
· Billing of invoices and generate report on monthly basis

· Handling Medical and Group Life & Personal Accidents (GLPA) claims 
· Assist clients for preauthorization of Radiology services, Inpatient, Surgeries, elective treatment etc...

· Update clients about all the changes or notifications from HAAD or DHA

· Establish and maintain relationship with Insurance Companies
· Give necessary training to new Underwriters.


GARGASH INSURANCE SERVICES LLC,  SHARJAH( MARCH 2011 – SEP 2012)

Insurance Underwriter / Customer Service Executive – Motor Department

Work Description:

· Attending clients and collect the required details like Name of the insured ,Vehicle value
             Brand, Claim history etc. 
·      For renewals, send reminder and follow up with Insurers 60 days in advance
· Prepare quotations based on the rates provided by various companies
· In case of Online System, generate quote from portal and follow up with Insurer for approvals 
·      Providing Quotation to clients with good rate inclusive of better coverage’s

· Revising the Quotation based on client’s needs
· Routine follow up with Insurance company and customers for the updates
· Responsible for all documentations ie. Policies, endorsements, invoicing etc.
· Making Reports on monthly basis and prepare production graph


Motor and Group Life Claim Handler
Work Description:

·  Intimating the claim to Insurance Company

·  Collecting all the required documents from clients 

· Going through the documents and revert to client for missing
· Submit the documents to insurer and provide the claim reference number to client
· Update client with garage/Showroom details for motor claim

· Follow with insurer for the settlement



 ACCOUNTS ACADEMY , INDIA  (APRIL 2010 – DECEMBER 2010)

Accountant

Work Description:
· Maintaining of accounts and double entry system
· Maintenance of various ledgers
· Preparation of Expense report
· Reconciliation of transaction with bank statements
· Finalization of monthly accounts
· Preparation of Trial Balance, Profit, Loss account & Trial Balance


ACADEMIC CREDENTIALS:
· Master of Business Administration (MBA) from Bharatiyar University (2010-2012)
· Bachelor of Commerce (B.Com)from Calicut University (2007 to 2010)
· Pursuing Licentiate of Insurance Institute of India (III)


AFFILIATED ACTIVITIES AND SEMINARS ATTENDED 
· Seminar on topic Customer Service
· Seminar on Medical Insurance
· Seminar on topic Principles of Insurance

· Dubai International Motor Show



TECHNICAL QUALIFICATION
· Windows 98, 2000 professional, XP
· MS Office
· Internet skills 

· Practical Experience in Premia,Citrix, IIRIS

· Practical Experience in Software’s of Various Insurance companies
· Completed professional training in Tally
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