U M A  R A M

Email : umaram.91453@2freemail.com  

CURRICULUM – VITAE
OBJECTIVE
· To strive for optimum utilization of my communication, software and inter personnel skills in challenging environment.

· Being thoroughly meticulous, sincere, dedicated, hard working with determination, achieving goals, in not only qualified, but also in any difficult environment.

· Excellent Team Player with own initiatives, always open to new ideas and willing to take challenges.
Passed LICENTIATE (General) INSURANCE EXAMINATION from Insurance Institute of India, Mumbai in May 2008.

WORKING EXPERIENCE 



	November 2007 to 

January 2009


	Worked as “Assistant Manager – Motor Claims Dept.”, handling Corporate Clients & Commercial Vehicles settlement in New India Assurance Co., Muscat
Also  handled entire Secretarial functions and liaising with Claims, Underwriting & Marketing Departments in the capacity of “Secretary to Resident Manager”




Job Profile

· Plan and schedule meetings and appointments 

· Maintenance of files and  projects (also electronically)

· Arranging travel and conferences and preparing relevant materials

· Preparing minutes of meetings and follow-up on essential tasks on priority to meet critical deadlines

· Organising meetings with Clients, Insurance Agents and Brokers for better insurance services
· Liaising with Underwriting Department for policies and assisting in data entry of Endorsements/Renewals of policies.
· Follow-up with Re-insurance Companies for Claim Recovery & Premium amounts.
· Coordinating with Insured/TPs/Garages/Dealers/Surveyors for settlement of claims without inordinate delay.
· Settling Motor Claims for Corporate Clients & Commercial Vehicles in effective manner
· Assisting other Departments whenever assistance required.


	August 2005 

to 

September 2007


	Worked as Legal Secretary to Senior Lawyers in Said Al Shahry Law Office (SASLO – Associate of Richards Butler LLP, UK), Muscat, Sultanate of Oman.




Job Profile

· Typing of legal opinions and reviews, translation of Laws, Royal Decrees and Ministerial Decisions

· Attending clients’ calls, queries and follow-up

· Arranging meetings, conferences and tours
· Preparing fee-quotes and proposals to clients

· Preparation of Reports and maintaining file system

· Taking care of the regular office correspondence, internet mail checking & replying and routine secretarial tasks assigned by the superiors

· Undertaking Dictaphone typing and minutes of the meeting
· Completing deadline jobs well in advance to enable to follow-up with the clients.



	October 2002 

to 

January 2004


	Worked as Executive Secretary to MD-cum-Supply Chain Executive in Sana’a Beverages & Industrial Co. Ltd. (Coca Cola), Sana’a, Republic of Yemen.




Job Profile
The Secretarial work involved :

· Assisting in providing oral and written communication.

· Ensuring proper filing and record keeping.

· Maintaining calendars, appointments, receives visitors and mail, arranges travel, answering all office inquiries.

· Preparing correspondence on own initiative and makes minor administrative decisions requiring a wide knowledge of organization and policies.


The Supply Chain Management work involved :

· Purchases – Imports 

· Organising & Analysing quotes for imports

· Import planning for Raw materials & Spares

· Monitoring Import-Stock levels & raising intents

· Negotiating with vendors & raising POs
· Co-ordinating with Clearing Agents
· Follow-up of payments to suppliers.
· Banking for imports

· Preparation of LC documents & Maintaining LC Register
· Follow-up with Bank for retiring documents.

· Stores

· Daily Reporting of Raw materials stocks.


	September 2001 to 

March 2002

	Worked as Secretary to MD, Apollo Travels, GSA– Emirates, Sana'a, Republic of Yemen taking care of entire office routine and day-to-day activities for smooth functioning.




Job Profile
· Independent office administration

· Independent correspondence, Internet mail checking and replying

· Register maintenance and coordinating with other Departments
· File Management

· File Indexing and maintenance of hard copies of all data base.

· Maintaining Confidential Reports and correspondence.

·  Power Point Presentations
· Prepared Power Point Presentations for various applications.

· Conferences and Tour Programmes 

· Arranged conferences for presentations

· Arranged Tour programmes of MD to various countries and managed best co-ordination with Clients for successful and beneficial business association.

· Maintained data base of MD’s Credit cards for prompt payments.



	August 1993

 to 

August 2001


	Worked in Auditor, Secretarial, Administration and Clerical Cadres in Central Government of India - Chennai, India.






Job Profile

September 1998 to August 2001 : Senior Auditor, O/o the Accountant General(Audit)II
Worked in Reports Commercial Section & handled in the task of preparing Audit Reports containing the results of Audit of all State Government Companies and Corporations presented in the State Legislative Assembly of Tamil Nadu & Pondicherry.

· Creation and maintenance of computerized Data Bank

· Preparation of Draft Paragraphs and Statement of Facts required for Audit Reports.

April 1996 to August 1998 :    Auditor, O/o the Accountant General (Audit) II.


Worked in Administration cadre and work involved 
· Preparation of Reports, Brochure and Computerised Press Brief 

August 1993 to March 1996 :  Division Clerk, Income Tax Office.

Worked independently handling correspondence, customer relations and reports preparation.

My job responsibilities also included but not limited to the following :

· Preparation of computerized Reports submitted to State Legislative Assembly of Tamil Nadu & Pondicherry.

· Preparation of Press Brief and Brochure of Audit Report for the presentation in the State Legislative Assembly.

· Independent Office Correspondence and File Management.

· Preparation of Computer oriented Reports, Correspondence and Customer Relations.
EDUCATIONAL QUALIFICATIONS

Secured "A" Grade in Advance Diploma in Computer Science (PGDCS) from Software Solutions Integrated (SSI) Limited, Chennai in 1996.

Projects
 : 
Internal projects offered by SSI Limited.
Passed in First Class with Distinction (76%) in Post Graduate Diploma in Computer Applications from Anna University, College of Engineering, Chennai in 1993.

Projects   Internal
:
Internal projects offered by Anna University



   
  External
:
For M/s. Sundaram Clayton Limited, Chennai .
The project included computerization of transaction of software and software magazines in entire TVS Group of Companies.  The project was individually developed in eight weeks.
Secured First Class with Distinction (96%) in B.Sc. Mathematics from University of Madras, Chennai in 1991.
COMPUTER PROFICIENCY


Excellent working knowledge of MS Word/Excel/Powerpoint and Outlook
Other Details:

Languages Known

:
English, Tamil & Hindi (To read, write & speak)





Malayalam (To speak)
Meritorious 


:
First Class with Distinction in College

First Rank Holder till XII Std.
            Won National Merit Scholarship for Academic Excellence up to College Level

Won Prizes in Essay-Writing, Oratorical and Music competitions.  
Won Prizes in Athletics & Inter-school games.
Personal Details:

Date of Birth & Age 

: 
15 September 1970; 38 Years

Marital Status & Children
: 
Married, 1 Daughter
Visa status


:
Spouse sponsorship
Nationality


:
Indian

1
PAGE  
CV of Uma Ram


Page 4 of 4

