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Curriculum Vitae
Objective
As someone who thoroughly enjoys all aspects of the business, I intend to dedicate myself to a lasting career in facilitating and fulfilling relationships with all concerned and effectively achieve excellence in any task or goal entrusted to my responsibility.
To achieve a challenging position in a lively enterprise where I can exhibit my skills effectively and bestow my attainments to contribute immensely to the vision of the organization.

An effective communicator with excellent relationship, management skills and strong analytical, problem solving and organizational abilities.

Personal Information

Date of Birth

: 
17th April 90

Nationality


:
Indian

Languages Proficiency
: 
English, Arabic (Basic) & Hindi 

Languages Written
:         English, Hindi & Basic Arabic 

Visa Status


: 
Mother’s Sponsorship

Academic Qualifications

· Completed 12th Standard Commerce in The Indian High School. 
· Completed BBA degree course from American College of Dubai (2 years) and Heriot Watt University (1 year).
Work Experience

􀂃Al Nabooda Insurance Brokers (November 2011 till date)

Was promoted from Customer Service Executive

· Working as a team leader in medical department.
· Handling Group Medical Policy and Group Life Policy

· Responsible in handling claims and processing of medical cards for various different clients.

· Responsible in invoicing to clients
· Preparing quotations for individual and corporate clients.

· Handling the renewals and getting new clients.

· Following up for the payment with the clients

· Providing claim analysis to the client as per their requirements

· Maintaining the staff details of all the corporate clients.

· Assisting the corporate clients and individuals in choosing the best suitable medical insurance cover.
· Assisting existing clients in providing information about their cover and guiding them.
· Assuring the best services to clients at any point of time.
􀂃Barclays Bank (June-Sep 2008)
· Worked as an HR co-coordinator.
· Handle tasks of hiring, monitoring and training.
· Tracking member team to spur them to get positive results.

· Coordinating with the agencies and creating a durable rapport with them.
· Handling and maintaining the details of all the staffs.
· Ensuring all the staffs work cordially and motivating them to get more productive.

· Liable in opening the account of the staff members.
· Responsible for the accuracy of accounts.

· Stimulating and creating a spur in minds of fellow workers to work smart.
􀂃GRMC Retail Company (April-June 2008)
· Responsible for data entry.
· Designating and directing my associates for the right job.

· Responsible in appointing the co-workers for their job.
 􀂃Tiranga Event  2007
· Addressed the icon, the gathering and the invitees.
· Welcomed the guests with delight and monitored them across the event.
· Fulfilled all the committed tasks assigned to me.
Done in-store promotions and customer service for various International brands like Quanta chocolates, Vileda super mops, Arial and Du.
· Educating customers about the product and its benefits.

· Creating sales by making the customer aware of the product.

· Responsible in handling the products.

· Responsible in guiding the customers about the products.

Interest
Surfing on net, swimming, cycling, dancing, playing cricket, billiards, snooker, pool, bowling, basketball & actively participated in competitions and social gatherings.

Skills

· Achievements 

· Awarded for the best individual in hospitality management for Tiranga Event.
· Member of school basketball team.
· Computer Skills

· MS Word
· MS Excel
· MS Power Point
· Internet & E-mail 

References
  On request
