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SIJI 
SIJI.364975@2FREEMAIL.COM
Career Objectives
To enhance my working capacities, professional skills  and to serve my organization in best possible way with sheer determination and commitment.
Personal Strengths
· 1 year UAE experience in General Insurance Underwriting in regard to Fronting of policies especially of world renowned general insurance companies and was reporting to Senior Manager – Reinsurance. Had obtained a very good experience pertaining to underwriting of fronting policies.
· 2 years of experience in front office operations, finance, client service and administration
· Able to handle multi tasks to balance critical time demands on day-to-day matters
· Influential and persuasive mentor with ability to build trust and rapport with clients
· Have pleasing personality, good interpersonal & communication skills.

	Alliance Insurance PJSC
	March 2013 to March 2014

	Insurance Assistant

	Experience Summary

· Creation, Endorsement and Cancellation of the Fronting Policies.

· Assistance to the Accounts team for Remitting Policy Premium including allocation and calculation of Fronting fees, Brokerage and Tax

· Maintain, create and work with huge information databases.

· Look after creation and development of insurance and bonding reports.

· Prepare insurance documents and certificates.
· Handle telephonic and E-mail queries of  Reinsurance companies




	HDFC Asset Management Company Ltd, India
	March 2010 to April 2012

	Client Service/Operation executive

	Experience Summary

· Managing the entire operational, &customer service activities of the branch
· Handling customer’s queries and complaints and dealing in mutual funds operations and  ensuring the resolution of the queries within time
· Adhere to all compliance and regulatory requirements – In charge of Monthly compliance to HO & generating KYC to investors.
·  Co-Ordination of Internal Audits
· Providing email support to Investors and Distributors.
· Verifying the MF transaction form confirming that they oblige to the required guideline laid down by the management & SEBI 
· Banking of cheques through HDFC CMS for funding of MF accounts and tracking the status of the same
· Maintaining the details ,tracking and releasing of payouts for business bone by business associates
· Responsible for admin related works, maintaining & processing of petty cash expense of a branch as per company policy.



Educational Qualifications

	Course
	Specialization
	Percentage obtained
	University
	Year of passing

	MBA
	Finance 
	74
	ICFAI university
	2010

	BCOM
	Finance & Income Tax
	74
	Calicut university
	2008

	PLUSTWO
	Commerce
	87
	Kerala State Board
	2005


Accounting and Computer Skills
· Master in Certified Financial Accounting(MCFA-6 months duration) includes Tally and Peachtree

· Excellent Working Knowledge in MS-Office (MS-Excel, MS-Word, PowerPoint).
Achievements
· Passed NISM-Series-V-A: Mutual Fund Distributors Certification Examination. 

· Achieved scholarship from ICFAI for Academic performance 

· Achieved 130% target and got ‘above expectation award’ from Times of India, Cochin
Personal Details

	Nationality:
	Indian
	Sex:
	Female

	Passport Number:
	K5361607
	Date of Birth:  
	17 october,1987

	Visa Status:
	Residence (Husband’s Sponsorship)
	Age:
	29 years

	Languages Known:
	English, Malayalam. Hindi.
	Marital Status:
	Married


Reference
Ms. Valsala Prasad 
Senior Insurance Officer Reinsurance (General) Department 
Alliance Insurance PSC (Head Office) Dubai, UAE
 No: +971508577843
Declaration
I hereby declare that the above mentioned information is true and best of my knowledge.
Date: 
Place: Sharjah                                                                                                                          Siji [image: image2.png]



