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ALLWIN 
E-mail #: allwin.57526@2freemail.com 
1. OBJECTIVE: 

Seeking a challenging opportunity in a progressive organization, which will allow my 12 Years of experience and extensive communication and organizational skills while providing an opportunity for career growth. 

EXPERIENCE: 

NEURON  LLC. 

AL QUOZ, Dubai, U.A.E 

February, 2006 till Date 




     Supervisor(Claims Department) 
My Job responsibilities included the following: 

· Claims Processor (Provider Claims/Overseas Claims/Dubal Claims). 

· Answering e-mails and telephone calls from providers. 

· Undertaking staff training every week and providing them all the information about new 
Providers. 

· Sending processed claims report to the Providers and also the Insurance Company.

· Sending the pre-authorization report to the Insurance Company for the policy monitoring.  

· Distributing of claims to my team and keeping track of the Incoming claims . 

· Sending the monthly Rejected Claim report to the providers. 

· Sending of monthly overtime report to my Team leader and Team Manager.

· Sending of daily production report to the Senior In-charge.

· Visiting our Cooperate client every week – Dubal Medical Center.

· Supervision of my team members.

· Coordinating with team members  how to process the claims.

· Responsible for checking and solving claims with problems and issues.

· Sending Daily Production Report to my Team Leader and Team Manager on daily basis.

· Sending of Monthly Overseas Report to my Senior In-charge.    

EXPERIENCE: 

HOME CENTER LLC. 

Dubai, U.A.E 

April, 2002 to November, 2005



                Supervisor (House Hold) 
My Job responsibilities included the following: 

· Monitoring the incoming stock according to customer requirement. 

· Co-Coordinating with Merchandisers for the daily display changes. 

· Undertaking staff training every week and providing them all the information about new 
products. 

· Conducting sales survey department wise.

· Making monthly average sales reports.

· First level customer care and overseeing retail trade. 

· Making Requisition of Stocks. 

EARL BIHARI PVT.LTD. 

BOMBAY, INDIA
July, 1999 to August, 2001

     
         Sales cum Customer Support Officer 

My Job responsibilities included the following: 

· Appointing new Distributors and Dealers all over India. 

· Giving suggestions and Information to the customer about the products including technical details. 

· Follow up of payments. 

· Filling and routine disbursal of administrative payments.

· Independent correspondence.

· Preparing the Sales program for the entire month. 

· In change of the travel Desk comprising of the entire travel plan for all employees traveling.

STATUS TOUR AND TRAVEL PVT.LTD.  

BOMBAY, INDIA
October, 1998 to June, 1999


    Counter Executive on the International   
My Job responsibilities included the following: 

· Taking a stock of ticketing requirement. 

· Issuing tickets and making hotel bookings.

· Acquired sufficient knowledge of CRS like Amadeus, Sitar and Galileo. 

· Interacting with the customers on the phone regarding booking of seats.

NEW JOLLY TOURS AND TRAVEL PVT. LTD. 

BOMBAY, INDIA
March, 1997 to August, 1998




     Senior Counter Executive 

My Job responsibilities included the following: 

· Taking a stock of ticketing requirement. 

· Issuing tickets and making hotel bookings.

· Acquired sufficient knowledge of CRS like Amadeus, Sitar and Galileo. 

· Interacting with the customers on the phone regarding booking of seats.

MATSON TOUR AND TRAVEL PVT.LTD. 

BOMBAY, INDIA
January, 1995 to January, 1997




     Senior Counter Executive 

My Job responsibilities included the following: 

· Taking a stock of ticketing requirement. 

· Issuing tickets and making hotel bookings.

· Acquired sufficient knowledge of CRS like Amadeus, Sitar and Galileo. 

· Interacting with the customers on the phone regarding booking of seats.

QUALIFICATION 

1999 Bachelor of Commerce



University of Bombay, India 

1996 IATA / UFTAA AIR LINE 



(Geneva Exams)

1997 AMADEUS



(Computer reservation Systems Training)

COMPUTER SKILLS 

· MS-Office 97/2000,DOS, Win 95,98,2000 and Windows Vista, Microsoft Excel.

ACHIEVEMENTS 

· Employee of the month 2004 – Home Center L.L.C 

PERSONAL INFORMATION 

· Date of Birth 


:
28th July, 1975 

· Place of Birth


:
Kuwait 

· Nationality


:
Indian 
· Marital Status 


:
Married 
· Religion


:
Christian

· Languages 


:
English ,Hindi, Basic Arabic 

· Visa Status


:
Residence Visa
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