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Objectives:  
Being a committed team player, want to be a team player in where I can utilize my extensive typing ability communication, computer knowledge and administrative skills to benefit the organization. 
Educational Qualification:
B.C.A Computer Application (2001-2004) with 69%
M.C.A Computer Application (2006-2009) with 69%

Key Skills:

· Perform a wide variety of admin/secretarial tasks in support of the business

· In-depth knowledge of MS Office applications (Word, Outlook, PowerPoint and Excel)

· Highly skilled in operating various kinds of office machines and equipment such as computer, fax, scanner and copier.

· A quick learner with ‘Can do’ attitude.

· Report generation.

· Self-motivated and enthusiastic personality.

· Works under pressure.
· Effective communication skills & Team-Building Skills.
Computer Proficiency:

· MS Office : Word, Excel, PowerPoint, Outlook express

· Having Knowledge on Internet Operations and computer accessories
· Having good typing skill.
Professional Experience:

Insurance Advisor:

AL FUTTAIM Orient PJSC, Dubai


(December 2014 To Till Date)
· Selling personal insurance and investment products. Achieve monthly business targets assigned.
· Engage in marketing campaigns and give presentations in companies to promote our products.
· Training, Motivation and Supervision for sub-agents, part-timers and new joiners.
· Selling of various insurance products (Insurance, Savings & Investments) by organizing sales visits, product demonstration, cold calling and telemarketing.
· Give proposal and convince customer into buying our plans. Pick up references from our customers to promote our products.
· Maintaining good customer relationships by ensuring customers are getting good service and thereby increase the cross references.
· Dealt with customer complaints and be responsive to customer needs in an effective and efficient manner.
 Administrative Assistant:

Opal International Insurance Brokers LLC, Dubai

(May 2011 To June 2014)
· Entering staff attendance schedule in the certo software.
· Checking e-mails and responds to the mails.
· Answering telephones and transferring calls to the appropriate department or staff       member.
· Preparing invoices to the appropriate client in certo software.
· Sending premium outstanding reminder to various clients and collecting the premium
· Filing correspondence documents and maintaining staff personal files.

· Preparing monthly salary schedule to the staff.

· Tracking staff annual leave and benefit.

· Staff leave request entered in the Certo Software.

· Staff visa renewal date should be notify to PRO to renew the visa.

· Renew the staff medical insurance policies.

· Making travel arrangements for the board members and staff.
Administrative Assistant:

 (Lason India Group of Company), INDIA (2009 May to 2011 April)
· Checking e-mails and responds to the mails
· Perform general data entry operation by using Web application.
· Capture the correct data from claims/forms like insurance, invoice, banking etc.
· Input data into various computer programs like excel, word with pace and correctnes
· Post monitor the flow of documents till reach their customer destination. 

· Maintaining computers operations.
· Perform rule configurations for data validation to ensure the exact data output.
 Data Conversion Operator:

 (Hassita Technologies), INDIA (2004 June to 2006 April)
· Converting Pdf file in to documents by using Abby fine Reader Software 
· Align the document as per Pdf.
· Enter the data in the data base and store the data.
· Modify the data and update the new data.
· Check the document file as per pdf
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