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Summary

Dedicated professional with 3 years’ of work experience in Insurance Brokerage and Risk Management Services industry, skilled and effectively manage multi-tasking, high-priority projects and take pride in providing exemplary service. 
Professional Experience

Designation
: Process Associate (Claim Technical Assistant/Analyst)

Duration
: 25th June 2012 to till date

Work Profile & Responsibilities:

Current Core Processes: 
· Quality Audits (Compliance Audit):  Audit Workers’ Compensation/Liability claim files online to assure that claim handling meet the company’s best practices or client specific guidelines that should be followed.
· Client Audit Repository reports (CAR):  Analyze the external audit report and prepare feedback report and dispatch to onshore.
· Official Disability Guideline Updates:   Review file notes and update the ODG as per the diagnosis listed.
· Disability & Medical payments:   Review the invoices and service date and compare it with actual payment to Support the adjusters to handle each claim efficiently to avoid penalties and adhere to state regulatory requirements.
· Reserve Metrics:  Review and verify the sufficiency and accuracy of reserves set by the adjusters on claim file. 
Other Processes: 
· Expense Payable management: Review Invoices, extract information, make the Payments and upload the invoices to claim notes.
· Adjuster assistance: Analyze, interpret, summarize and upload reports or files to the notebook index, Support claims adjusters in processing claims by preparing plan of action for them.
· Closure Metrics: Audit the claims in perspective of closure and provide feedback to the adjusters to appropriately close the claims on time.

· Liability Audits:  Review and determine the closure of Liability claims.

Other Responsibilities:


· Collation of production sheets in the end of every week for analysis.

· Prepare the Quality and productivity dashboard for the team.

· Prepare the weekly Score card.

· Prepare the dispatch sheet. 

· Feedback analysis on a weekly basis

· YTD analysis & Reporting

· Provide training and quality check for the new comers.

Designations and Certifications from The Institute, US
· Associate in General Insurance (AINS) 

· Associate in Insurance Service (AIS)
· India Workers’ Compensation Course. 
· India Liability Claims.
· India Fundamental Accounting.
· India Advanced Accounting.
· Property and Causality Insurance (AINS 21)

· Commercial Insurance (AINS 23) 
· Claim handling (AIC 30) 

· Delivering Insurance Services (AIS 25) 
Initiatives and Recognitions
· Recognized by receiving Spotlight Awards 7 times for the consistent performance and maintaining quality.

· Made 7 Kaizens for process improvement.

· Attended a series of professional and process development trainings.

· An Emergency Response Team (ERT) member as a part of organizational wide activity.

· An organizational Fun Club representative.

Academics

	2009 to 2011
	Master in Business Administration(MBA)                            
RVS College of Engineering and Technology affiliated to Anna University, Coimbatore.
	
	79 % 


	2006 to 2009
	Bachelor in Business Administration(BBA)
SAS SNDP Yogam College affiliated to MG University, Kerala.
	
	69 %

	2004 to 2006
	Higher Secondary School  
Govt. H.S.S, Chunakkara.
	      
	68 %

	2004
	Senior Secondary School  
Pope Pius XI H.S.S, kattanam, Kerala.
	
	56 %


Computer Knowledge

M.S office, Outlook, Tally 9.0

Area of Interest
Insurance processes/ Administration/ Insurance Accounting
Hobbies

Reading, Listening Music, Dancing
Personal Profile

Date of Birth

:    18th February 1989

Marital Status

:    Single

Nationality

:    Indian

Visa Status

:    Visit
 References to be furnished upon request

