Stephen 

Stephen.161495@2freemail.com
I D. Stephen Babu would like to enroll myself in your esteemed institution, I the undersigned would like to apply for any suitable Managerial Post.

I note that the candidates you require must possess Leadership qualities with good Communication & Interpersonal skill. I like responsibilities, enjoy the new challenge of new situation.

The enclosed Resume will furnish you with information of my Education and the Skills.

Assuring you my sincere efforts and co-operation.

Thanking you in anticipation of your earliest reply in this regard.

Sincerely yours,

CURRICULAM VITAE

I – ACADEMIC DATA


B. Com
:
Completed – Bangalore University. 




{S.S.M.R.V.College, J. 
P. Nagar}

II PUC



:
Completed – Bangalore University. 



 
{H.K.E.S. College, Shadasivanagar}

SSLC



:
Completed – Secondary Board – Bangalore.






{G.V.S. High School}

II – TECHNICAL QUALIFICATION


Knowledge in Computer





:
Diploma in Computer Application (DCA)

1. Operating System – Windows

2. Operating System – M. S. Dos

3. Tally – 6.3

4. M. S. Office

5. SQL

6. FoxPro
III – EXPERIENCE


Working as Senior Manager - Operations at Ramakrishna Group of Hospitals from 04.11.2010 to till date.

1. Managing the Branch Operation day to day Administration, 
2. Managing OPD, IP, Billing, Consultant Scheduling, Credit Billing, Corporate Billing.
3. Liaising between the Hospital and the Corporate Companies.

4. Managing the entire Transport Department which includes the Ambulance service.

5. To bring in the new tie-ups of the corporate clients for the Pre-employment Health checkups, Annual Health Checkups and Emergency Health & Ambulance Services.

6. To ensure the smooth running of the Hospital for the benefit of the patients with the timely attendance.
7. Well Versed in Hospital Management System.

8. Managing the Front Desk and Back End Operations.

9. Preparing the Duty Roaster of the Staffs.

10. Interviewing the Right Candidates for the right position.

11. Managing the Cash of the Branch.

12. Co – Coordinating with the accounts department for out standing payment recovery for the Corporate Companies.

13. Preparing the Monthly Invoices and dispatching the companies.

14. Arranging the Ambulance, Para medical Staffs and Doctors for the Event Calls.

15. Coordinating for the Health Checkup Camps for the Corporate Companies, Schools and etc.    



Worked as Deputy Manager – New Business at MetLife India Insurance Co. Ltd Corporate Office from 12.12.07 to 30.08.2010.

1. Handling New Business Policy Document Department for Pan India

a. Policy Document Printing

b. Policy Document QC

c. Policy Document Dispatch

d. Preparing and publishing the  MIS

2. New Business Refunds Department for Pan India.

a. Preparing the data for refund

b. Co-ordinating with finance to get the refund cheque with in TAT

c. Dispatching the refund cheque with in TAT

d. Preparing and publishing the  MIS

3. New Business Data Entry Correction for Pan India

a. Checking and making the corrections of the new business data entry error done at the branches

b. Preparing and publishing the  MIS

4. Preparing the Process note for the individual activities carried within the department.

5. NB Issuance Related

a. Co-ordinating with U/W to move the cases for issuance

b. Follow up for the medical cases with sales and branch Ops

6. Handling end to end (NB processing to issuance) of Metloan Assure for PAN India for Axis and J&K Bank.

7. Legal and Quality Department 

Liaising with the internal legal department to take and consult the details to handle any of the legal and fraud case against the finance or any documentations related to New Business etc.

Liaising with the quality department to know the procedure of each department and their process to adhere to the quality of the company.

Promoted as Assistant Manager – Operation at Max New York Life Insurance Co. Ltd from 01.12.06 to 05.12.2007.

(Nature of Work - Managing the entire Branch Operations of Hubli & Belagaum.

1. New Business (NB)

a. Processing of the New Business Proposals

b. Maintaining the Discrepancy rate under 1%

c. Managing the New Business WIP

d. Maintaining the Discrepancy, Addinfo and Counter offer TAT

e. Arranging for Medicals and Addinfo

f. Informing the customer and agent regarding the Counter offer

g. Co-ordinating with Agents/SM for the pending requirements

h. Maximizing the Applied to Paid Ratio by >92%

i. Co-coordinating with the Underwriting and other department for issuance of the policy.

j.  Policy Dispatch to the customer on time and getting the acknowledgement of the same.

k. Tracking of PLS and other Agent promotional policies

2. Policy Owner’s Service (POS)

a. Processing the request on time

b. Following with POS Executive for the completion of the request

c. Informing the same to the Customer on the completion of the same.

3.  Renewals Collection

a. Collection Data availability to all the Agents and the Sales Team

b. Renewal Calling to the customers

c. Co-ordinating with customer for payment pickup facility

d. Ensuring the maximum renewals collection by >90%

e. Maintain >96% of persistency

4.  Management Information System (MIS)

Preparing the various MIS as 

a. Branch Business pipe line MIS 

b. SM wise Sales Figures MIS

c. Agent wise Sales Figure MIS

d. SM wise Discrepancy %tage MIS

e. SM wise Paid Business MIS

f. Publishing of Sales Daily, weekly & monthly MIS

g. “Kith N Kin” Policies MIS 

h. Complaint Tracker MIS

i. Daily WIP Status MIS

5. Training

a. Training the CSE with all the processing, Documentation, Underwriting guidelines and etc.

b. Training the AAE in the relevant field of Finance and admin 

c. Training of the New agents in FCS Class of AML guidelines, Various documentations and Underwriting guidelines

d. Training the SMS’s under NB process, Documentations, AML guidelines and various underwriting guidelines. 

e. Conducting the Refresher Training to the Agents and SM

f. Conducting the BCS classes

6. Audit and Review

a. Conducting the Diagnostic and Hospital audit and sending the report of the same

b. Ensure that the branch is under control against the audit requirements

c. Applying the Internal auditing methodology to ensure all the activities of the branch is as per the processes.

d. Applying the six sigma methodology where ever it is required. 

e. Every fortnight review with the CSE and AAE about the performance and the constructive areas.

f.  Having self review with the Branch Head, ZCSM and CSM about the performance and constructive areas.

7. Finance , Accounts & Admin

a. Daily check and signing of the Day end Report 

b. Daily check of Petty Cash and Premium amount

c. Daily monitoring of the Accounts entries in the Book Keeping and in the system 

d. Periodically meeting with the Vendors and Suppliers

e. Periodically meeting with the Bank and CMS Managers.

f. Finalization of the Accounts for the branch and submitting the reports to the RO

g. Monitoring of the daily Bank Transaction. (Cash, Card and Advice) and settlement.

h. Monitoring of the CMS.

i. Bank Reconciliation Statements.

j. Adherence to the KYC norms.

k. Necessary Approvals form acceptance of Cash.

l. .Checking of the Cash Book and Ledgers.

8. Legal and Quality Department 

Liaising with the internal legal department to take and consult the details to handle any of the legal and fraud case against the finance or any documentations related to New Business etc.

Liaising with the quality department to know the procedure of each department and their process to adhere to the quality of the company.

9. Others

a. Conducting various kinds of contests and entertainment to the sales folks

b. Effectively involving in the sales promotion activities

Worked as CSE at Max Newyork Life Insurance Co. Ltd. From 24.10.05 to 30.11.06.

(Nature of work – Proposal QC, System QC,  WIP Management, Follow-up for GO Disc, HO Disc and Short Premium, Follow-up for MRA Addinfo and Addinfo, Counter offer, Follow-up for Paid Cases. Being main SPOC for Amsure for the entire south location including publishing of different weekly and monthly MIS.

Service Centre – Handling overall Medicals, MIS and Monthly DC & Hospital Audit Visit)

Worked as a CSR for Bajaj Allianz Life Insurance Co. Ltd from 13.04.04 to 15.10.05.

(Nature of Job – Agency Related works – Organizing for Agency Training, Exam, Licensing, Creating Code and dispersement of agent’s commission, arranging for agents, Sales Managers and staff Meetings. 

Operation Related work – Quality Check of the Proposal, Data Entry, System QC and Underwriting the Proposal)

Worked as Accounts and Admin Exec for AIRF (India) Ltd from 02.06.2003 to 10.04.04.

(Nature of Job – Handling Accounts of Andhra Pradesh and Karnataka, and preparing the MIS on monthly basis and maintaining the Muster role and day-today admin jobs, Cashier, Handling petty cash, Correspondence.)

Worked as an Asst. Accountant and Administrator for St. Matthew’s Church Office (Part Time) from 01.03.2001 to 15.02.2003. 

(Nature of Job – Book Keeping, handling petty cash, Crating different types of Statements and all types of admin job)

Well versed in.

· Hospital Administration

· Hospital Management

· OPD Management

· Hospital Floor Management

· Patient Care Management

· Corporate Management

· Data entry of Accounts and Records

· Maintaining the Books of Accounts in Tally 6.3

· Finalization of the Accounts

· Maintaining the Statistical Data of the Individual

· Preparing MIS

· Handling all Administrative Job

· Branch Requirements for Smooth Running

· Problem Solving

· Service Mind.

· Managerial Skills

· Underwriting

· Taking New Initiative

· Doing Project for Improvement

IV – ADDITIONAL SKILLS

· Leadership Qualities.

· Good Communication Skills.

· Experienced in Office Administration including setting up of the new office.

· Experienced in Company Accounts.

· Managerial Skills

· Problem Solving Skills

V – HOBBIES

1. Listening to Music.

2. Internet Browsing.

3. Cricket.

4. Volley Ball.

5. Social Service.

6. D. J.

VI – Special Training

1. Trained and Certified in Insurance Concepts, Products & Riders.P
2. ISO Certified, ISO Internal Auditor.

3. Six Sigma Green Belt Trained by Motorola University.

VII – Achievement

1. Won the Final “Assault Contest” held during 1st Quarter 2006

2. Won the “Star of the Quarter” for II Quarter in 2006

3. Won the “Josh with Hosh sep 2006” for the maximizing the Paid Business for September 2006  

4. 3 times won the “You are the Winner” Certificate

5. Won the “Southern Tigers” Contest for the lowest Discrepancy %tage among all the offices in Karnataka 

6. Won the “CEO’s Award 2007” For the Nominations under, the Organizational core values of Care, Honesty, Excellence, Knowledge, Team Work and Integrity. 

7. Nominated for the “MetLife Value Achiever’s Award” under the criteria personal responsibility for the 1st quarter 2009. 

PERSONAL INFORMATION


SEX



:
Male


LANGUAGE KNOWN 

:
To Write










English










Kannada










Tamil.







To Speak










English










Kannada










Tamil










Hindi.

