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Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
                                                                                             
Career Objective: 

A career with a progressive organization that will effectively use my leadership skills and abilities to the best of my capacity, thereby contribute to the overall advancement of the organization.

Professional Profile 
An action oriented and result focused professional offering good experience in BPO and KPO Finance and Insurance Industry with proven ability in bills payable and claims handling. Driven by new challenges and desired to be successful in all endeavors.
Professional Experiences                                                                  3 Years and 11 Months
Finance Assistant- Accounts Receivable (June 2012 – Aug 2013)

LOGISTICS - Pune

· Downloading BANK and Allocating the Payments on Daily Bases.

· Processing Weekly Refunds as per Request.

· Making Adjustments on Payments and Credits Notes.
· Allocating the Lawyers Payments and Credit Card Payments.

· Preparing Bank and Paymentech Reconciliation Report.

· Preparing Month-End Reports.
· Checking and Preparing EFT (Electronic Fund Transfer) Report and Transaction.

· Auditing all AR Payment Allocations. 

· Training and nurturing new joinees, floor walking to provide floor support.

Jr. Executive-Finance-Accounts Payable (April 2010 – Jan 2012)

WNS Global Services – Pune 

· Managed the accurate and timely processing of invoices for large, multi-site organizations. 

· Attending inbound calls related to bills payable, invoices etc… for the UK clients

· Handle all Stage 1 and Stage 2 complaints for Customer Operations.
· Escalation and follow-up of cases requiring further action.

· Quality check on the Reconciliation of the payment spreadsheet.

· Input maximum contribution in order to achieve tough quality targets.

· Training and nurturing new joinees, floor walking to provide floor support.

· Adhere to latest training, support standards and procedures.

Customer Service Officer (April 2009 - April 2010)

Mphasis- an HP company - Pune
· Handling inbound/outbound calls of UK insurance customers.
· Worked in high pressure Customer satisfaction environment.
· Input maximum contribution in order to achieve tough quality targets.

· Providing end to end claims service.

· Providing initial support after the accident to the Third Party driver/Insurance company. (Appointing repairers, appointing hired vehicles, handling claims invoices etc.) 
· Ensure that the assigned targets are in accordance with SLAs are met.
Achievements:

· Appreciation from the Manager on various initiatives taken in order to increase productivity.

· Appreciation from HR for initiatives taken for adding fun element to work.  
· Appreciation from the Clients for the prompt, timely and accurate work.
· Appreciation from the Clients for correct Audit done on Payments.

Education

	Course
	Year
	Institute
	University/Board

	DBI (Diploma in Retail & Banking)
	2009
	Welingkar Institute- Mumbai
	We School University

	B.Com
	2007
	SVKT College- Nasik
	Pune University

	H. S. C.
	2003
	Dr.Gujar Subhash High School- Nasik
	Pune University

	S. S. C.
	2001
	SES English Medium School- Nasik
	Maharashtra State Board


Additional Qualification
Swift India from “NIIT”, Nasik

Office Automation & Tally (7.2) Nasik
Personal Details

Date of Birth: 29th Jan 1986
Languages Known: English, Hindi and Marathi
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