           VISWA 

Viswa.228709@2freemail.com   
                                                                                                                               Dubai,
                                                                                                                               08.04.2015.
To,
The Manager,
Human Resource/ Personnel Department.

Sub: - Job Application

Dear Sir,

I am seeking for a position that would challenge and  enhanced my experience in the field
of  general insurance.  I am responsible and self-motivated Individual, Possessing clarity and 
maturity of thought and expressions,  able to work under pressure without sacrificing efficiency
and perfection. My work description would speak about the kind of experience (Saudi Arabia & India) i had.
If given the opportunity, I am well pleased to discuss to you my plans and goals for the 
Position i am applying for.

I am forwarding my bio-data along with this.

Thank you and I am looking forward for a favorable response from you.
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To secure a position in a reputed company that offers a challenging and rewarding work environment where my experience and ability will be effectively utilized and for further enhancement.

· Five year working experience in   TAWUNIYA INSURANCE riyad KSA as key account executive in key account department from 2009 Aug to 2014 May.
· Two Year Working experience in SABIC headquarters Riyadh KSA as analyst & secretary in account receivables department from 2007 Dec to 2009 July.
· Five years working experience in   MANAPPURAM FINANCE from 2002 Dec to 2007 Nov.
· Last Six month worked  in DBFS India ltd Associate of Doha Bank Qatar as Branch Manager.

Tawuniya Insurance                               2009August -2014 May
Key Account Excecutive                                Department-Key Accounts 
Riyadh, KSA.
1. Providing service to major international brokers, reinsures, corporate clients.
2. Coordinate with Insurance Agents on matters related to company group insurance.
3. Taking care of Medical Insurance, Car, marine and Travel Insurance.
4. Generate consolidated reports of all the insurance documents of the group companies as instructed and report   the addition /deletion of policies as and when required.

5. Track the renewal status of insurance policies and alert any sort of new insurance requirement.

6. Independently prepare insurance Tender specifications and negotiate appropriate types and levels     of insurance covers (including customized policy wordings) at cost effective terms.

7. Evaluate risks and exposures of the insurance clauses under Contracts with external parties.

8. Timely follows-up and conclusion with insurers on Cover Notes / Certificates of Insurance/ Policy documents / Endorsements.

9. Preparing documents for the claims requested by the customers

10. Coordination with the tie up hospitals to provide good service to the key accounts of the company.

11. Track the medical claim status of insurance policies and alert any sort of new insurance requirement.

12. Processing the medical and vehicle claims of the customer by taking adequate claim supporting details.
13. Timely follows-up and conclusion with claims department on Claim sanctions, claims payment cheque etc.
14. Help the customer to prepare special case requests to be submitted to medical claims department.

15. Playing a mediator role between customer and claims department to sanction the claim amount in emergency cases.
SABIC                                                        2007Dec – 2009 July.

Analyst                                                          Department-Accounts Receivables.

Riyadh, KSA.

1. Organizes department activities (domestically & internationally)

2. Supporting the manager’s day to day activities

3.Assists the Manager in his daily activities, planning, scheduling, organizing and serve as the right hand of the manager doing follow-ups etc…
4.Organizing, safeguarding, & maintaining departmental files, business correspondence and handling distribution of memos, documents and publications to the senior management. 
5. Maintain and control the department’s office supplies and machines. 

6. Making the entry for the receivable amount in the bank account.

7. Doing the reconciliation. 
8. Follow up of payment from the customer both domestically &internationally. 

9. Prepare and handle related to accounts receivables payments.
10. Communicate and follow-up with the local banks to resolve problems related to banking , such as reconciliation and other daily matters related to bank accounts with local and overseas banks.
11. Prepare instructions to cash operation department regarding fund transfer entries. 
12. Prepare accounts analysis and reconciliation for the accounts receivables related GL Accounts and assists the General ledger section in the preparation of bank accounts reconciliation.
13. Report cash position and cash forecasts on a monthly and quarterly basis.

Manappuram Finance                          2002Nov -2007 Nov
Divisional Manager                                       Mumbai Branches
Mumbai, INDIA.

1. Providing advisory services to high net-worth customers on funds management while maintaining relationship with Key Accounts.  
2. Supervising Key Areas including Marketing, Business Channel Development, Team Development, Cost Management and Revenue Generation.
3. Monitoring the branch sales targets, conceptualizing & implementing competent strategies in coordination with the branches and the sales team with a view to penetrate new accounts and expand existing ones for a wide range of financial products & services.
4. Ensuring that the financials of the branches are under control and the branch adheres to the Know Your Customer (KYC) and Anti-Money Laundering (AML) norms at all times.
5. Ensuring smooth customer service through solving the customer grievances.

6. Recruitment and training for the employees.

7. Event Management.

8. Achieving the business target through branches.
9. Managing the High Net Worth customers
10. Financial planning & Investment Advise.

1. Exceptional versatility and adaptability. 

2. Dedication and drive as a hardworking individual. 

3. Ability to manage multiple tasks in pressured environment. 

4. Ability to operate all equipment necessary to perform the job. 

5. Ability to communicate with associates and customers. 

6. Ability to read, count, and write to accurately complete all documentation. 

7. Ability to maintain confidentiality of records and information. 

· CAN SPEAK          : ENGLISH, HINDI, MALAYALAM, AND TAMIL. 

· CAN WRITE          : ENGLISH, HINDI AND MALAYALAM. 


· Master              
Post Graduate Diploma In Management from Sikkim University.

· Bachelor

B.A LITERATURE from Calicut University.
· Pre Degree

Pre-degree from Calicut University.

· Elementary

S.S.L.C (Matriculation) – Government of Kerala

· Dos, Windows, Word, Excel, Oracle, Sap, Dot Net. Power Point.


· Typewriting (English Lower)
CURRICULUM VITAE





�





CAREER OBJECTIVE





PROFESSIONAL SUMMARY





JOB DESCRIPTION





JOB DESCRIPTION





JOB DESCRIPTION





SKILLS AND COMPETENCIES





LANGUAGES SPOKEN





ACADEMICS





COMPUTER AWARENESS





SKILLS QUALIFICATION








