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 SAJINA 
SAJINA.365408@2freemail.com  
Objective

To work in a professional organization and to be a part of its environment that utilizes the skill and experience gained over the years, contributing to the growth of organization & self.

Scholastic Record

	Examination
	University
	Specialization
	Year of passing

	MBA
	ICFAI
	Finance &Marketing
	2007

	BCom
	Kannur University
	Income Tax Law And Practices
	2005


Professional Skills

	Accounting Package
	Tally

	Other Packages
	MS Office (Word, Excel, PowerPoint & Access)


Personal Skills

· Team Player

· Interpersonal Skill

· Communication Skill

· Self-motivated & ability to motivate others

· Keenness to learn & share knowledge

Previous Job : Accounts Assistant, New Medical Centre, Sharjah
	DESIGNATION
	DEPARTMENT
	PERIOD

	Accounts Assistant
	Accounts
	24th June 2008-8th May2009

	· Verifying  daily cash & credit collection in HMS  (Hospital Management System), based on Doctor’s Statistics Report 

· Updating the services & exceptional prices in HMS.

· Monitoring Internal Control System over daily collection of consultation fee, lab & X-Ray tests. 

· Verifying whether the counter clerks are collecting   Co: insurance and deductibles from the patient as per the Terms and Conditions of the Insurance companies & Corporate Companies.

· Collecting Cash and Facsimile slips from respective counters as per the HMS counter wise Report.

· Credit collection to be billed to Insurance Companies (invoicing is done through Invoice Application ported from HMS).

· Entering online Invoice Details to ADNOC-FOD.

· Liaisoning with the Insurance companies & Foreign Insurance Companies with respect to submission of Invoices on time.

· Dispatching of Medical Reports to Respective Insurance Companies.

· Claims settlements. 

· Resubmission of rejected claims.

· Coordinating for online approvals from ALICO Insurance Co.


Previous Job : Asst. Relationship Manager, India Info-line Ltd Kannur, Kerala

Job Profile & Responsibilities

	DESIGNATION
	DEPARTMENT
	PERIOD

	Asst. Relationship Manager
	Life Insurance
	7 April2007-20th August2007

	· Selling policies ICICI Prudential Life Insurance

· Customer care support

· Sending brochures, applications and fact sheets to Agents & Distributors 
· Updating Agents & Distributors on latest developments & growth. 

· Product training to new advisors.


Internship Details

Project Title
: “Study on Agency Acquisition & Network Expansion in Prudential ICICI AMC”

Duration
: 4months (17thApril-10thAugust 2006)

OJT Title
: “To sell 5 mutual fund application and to recruit 7AMFI advisors”

Achievements
: Sold 7 mutual fund applications and recruited 3 AMFI advisors.

Major Live Projects
Finance: Undergone live project in ICICI bank to know the different types of loan provided.

Marketing: Live project on study of Customer Relations in the agenda of retailers.
(Personal Information

Age& Date of Birth
:
Thirty Two, 20-03-1985

Blood Group

:
B+

Nationality

:
INDIAN

Sex

:
FEMALE

Marital Status

:
MARRIED

Place of Birth

:
KANNUR, KERALA

Visa Status

:
Residence (Husband Visa)
Languages Known

English & Malayalam
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