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	· PROFILE SUMMARY
	

	Versatile, Dynamic, and UAE experienced professional equipped with 12+ years of proven experience Underwriting Admin Assistant, Commercial Underwriting, Marine Claims, Branch Secretary, and General Administration. Acquired vast knowledge of Marine Insurance, Commercial Insurance and Administration related work.  Demonstrated robust competency in reviewing the policy applications based on the previous loss records and issuing insurance policy terms and conditions. Possess the ability to negotiate with clients, Insurance Agents, and Brokers and develop a profitable book of business for the insurer and helping in retaining clients. Also capable to assist in medical insurance work under manager supervision. Strategic thinker with significant contributions to core business activities. Possess excellent analytical, problem-solving, negotiation, presentation, decision making, organization, time management, communication and interpersonal skills.



Strengths & Skills
· Gained 12 years UAE experience in Insurance Industry
· Strong adherence to applicable Insurance Laws
· Ability to work under pressure & meet strict deadlines
· Strong problem-solving and decision-making skills
· Knowledge of Insurance Terms & Policies
· Aptitude in Business Administration/Organizational skills

· Solid organizational skills and detail oriented
· Performance-driven – Dynamic – Vibrant Personality

	· Career Snapshot
	


Underwriting Administration Assistant – Insurance Broker Firm, Dubai UAE                          Dec 2019 – Mar 2020

Commercial Underwriting Executive – AXA Insurance (Gulf), Dubai, UAE


Aug 2014 – Jan 2018
Marine Claims Executive – AXA Insurance (Gulf), Dubai, UAE



Aug 2010 – Aug 2014

Branch Secretary – AXA Insurance (Gulf), Dubai, UAE




Jan 2008 – Aug 2010

Admin Executive – AXA Insurance (Gulf), Dubai, UAE




Oct 2008 – Dec 2008

	· Key Achievements
	


· Gained 10+ years experience with one of the reputed Insurance company in Dubai (AXA Insurance) in domains of Commercial Underwriting, Marine Claims, Branch Secretary, and General Administration.
· Acquired various certification from British Counsel and Nadia Training Institute such as Customer Service, HR & Admin skills, Principles of Insurance & Property Insurance Training, and Business Interruption Training.
· Successfully achieved assigned set targets for renewal business retention with company standards and achieved best performance parameters as well as organizational goals and objectives.  

· Consistently demonstrated resourcefulness and initiative in support of top management with flexibility in working well in cross-functional teams.  

· Ability to work under pressure and to meet tight deadlines with a strong capacity to operate in a confidential manner with discretion and enthusiasm, optimism and energy on working towards service excellent.

· Performed assigned workload with indefinable enthusiasm, commitment, honesty, and dedication and drove towards contributing to continued business growth.
	· Areas of Expertise
	


Insurance Underwriter
· Evaluate the risks of an insurance policy contract and work with managers to calculate risks of insurance policies. 

· Analyze insurance applications to determine risks; and gathering information on policy applicants (e.g. background checks and among others).

· Assisting in calculate premiums and other payments for insurance applicants. 
· Decide the length of coverage of a policy. Negotiate with clients, Insurance Agents, and Brokers; explain the risks, and authorize financial transactions. Adjust existing premiums to ensure that accounts remain profitable.
· Update information on risks; evaluate if risks have increased or decreased & accommodate premiums accordingly.
Drafting Insurance Policy Agreements
· Read survey reports based on examinations, and explain regulations and insurance procedures.

· Review a company’s records when applying for group or commercial insurance.
· Evaluate the financial records of the company, meeting with a company representative to negotiate terms; and study the risk factors present in the company. 
	· Proven Job Role
	


Underwriting Administration Assistant – Amlin (MENA) Limited, Dubai UAE

· Renewal Preparation – effectively use the company’s systems to prepare policy and claims data for Underwriters, adhere to internal procedures, policy, and timescale to quote for forthcoming year.

· New Business & Renewals Debiting – facilitated the production of policy documents and certificates for all new business and renewals debiting written adhering to internal procedures and policy within stated timescales. Ensure the service levels are maintained as per the Underwriting Business Plan.

· Adjustments – update policies, and produce new certificates and endorsements/schedules to meet individual client needs. Adhere to service standards in a timely manner and ensure up to date policy records at all times within standards prescribed from time to time.

· Accuracy Checks – conduct accuracy checks on the work of other Underwriting Assistants.
· Underwriters (Credit Control) – assist with the collection and reconciliation of premiums for AML.
Compliance (Underwriting Administration Assistant)

· Assisted with sanctions for checking the client’s due diligence. Understand the compliance culture we trade-in and ensure the highest standards are maintained.

Reporting

· Helped collate information for the Class Performance Review meetings and prepare packs in consultation with the rest of the underwriting team the wider management teams. Maintain MS Excel schedules as required.
Customer Relations

· Effectively maintain existing client’s & broker relationships, dealing with inquiries in a professional manner. 

· Provided assistance in the development of new broker, client, and market relationships as necessary. Attended client meetings and prepare minutes.

· Participated in project work as required, take meeting notes and arrange meetings with clients and brokers and internally.

Commercial Underwriting Executive – AXA Insurance (Gulf), Dubai, UAE

· Coordinated and execute timely production of commercial policies and ensure the accuracy of the documents in line with the customer or broker agreements.

· Performed underwriting, calculate the rate, accept & facilitate to issue policies & renewals within the assigned authorities.

· Ensured all policy and related documents are dispatched and delivered to the customers or brokers within the shortest possible time and a record is maintained. Provided technical guidance and support where necessary.

· Prepared for renewals submission in respect of corporate and other small to medium-sized accounts after a detailed review of terms, wordings, risk improvement recommendation and past claims experience.
· Developed and maintain a systematic filing system and ensure up to date filing of documents and correspondence.

Marine Claims Executive – AXA Insurance (Gulf), Dubai, UAE

· Analyzed, negotiate, and settle routine and moderate claims by mail. Provided timely service and ensure a prompt and fair settlement of claims in accordance with company policy and guidelines.

· Interpreted insurance policies and contracts, establish and adjust reserves in accordance with company policies and guidelines. Evaluated each claim assigned and conduct investigations where necessary.

· Developed plans for investigation of claims and gather all necessary documents and information.

· Communicated with adjusters, claimants, the insured, and other relevant parties to determine liability and coverage. Carried out prompt, on time, and efficient service to clientele with a high level of accuracy
· Maintained proper files for claims by collecting and organizing all relevant documents and set up new claims using the company software system. Served as liaison between the customer and various internal departments.
· Handled all telephone inquiries regarding policy coverage or claims and provide information as requested.
· Authorized payments and processes cheques. Assist the Claims Manager in all aspects of claims duties.
· Provided value-added customer service to clients and coordinated with management.
· Ensured that customer problems and complaints are handled professionally, effectively. Maintained a minimum level & resolved to the highest level of customer satisfaction. 

· Extended services in accordance with company standards and practices.
Branch Secretary – AXA Insurance (Gulf), Dubai, UAE

· Answered all incoming calls. Coordinate all mails and courier (Inbound and Outbound).

· Carried out printing, create orders, check seizes, etc., and inventory maintenance.

· Oversee conference room booking. Handled general inquiries from the staff and coordinate between the different departments. Update the database and follow up on various issues.
Admin Executive – AXA Insurance (Gulf), Dubai, UAE
· Performed all associated administration and housekeeping duties in a timely manner

· Processed and record all business written in the Underwriting department including the structure of files, scanning, quote logging, etc. Ensure the meeting of business plan objectives and underwriting service standards.
	· Trainings Attended
	


· Attended Training Program in Customer Service – British Council, Dubai

· Attended Training Program in Human Resources & Administration Skills – Nadia Training Institute, Dubai

· Principles of Insurance & Property Insurance Training

· Business Interruption Training

· Risk Engineering Fundamentals Workshop







	· I.T Proficiency
	


Applications

:
MS Office Suite (Word, Excel, PowerPoint), E-mail & Internet
	· Personal Details
	


Nationality
:
Indian
Marital Status
:
Married

Driving License
:
UAE Driving License + Own Car
Visa Status
:
Visit Visa
Email Address
:
feyona-75148@2freemail.com 

Mobile Number
:
+971504753686

YouTube CV
:
https://youtu.be/tcGXiZITIl4 

Reference
:
Mr. Anup P Bhatia, HR Consultant, Gulfjobseeker.com
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Feyona


Insurance Underwriting Assistant / Office Manager / Administrator















