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Career Objective:

       "To work in an organization where I can expose my experience and knowledge for the attainment of                     organization's goal and having a long term relationship with continuous career growth." Excellent organizational and communication skills, both oral and written. Can work independently, lead or work within a team environment .Strongly self-motivated, willing to assume responsibilities
Critical Knowledge, Skills and Abilities (KSAs):

 Knowledge of systems and programs              
 Knowledge of internet programs 

 Ability to install and networks

 Ability to work under pressure and within tight deadlines

 Planning and Organizational Skills and Good communication skills

KEY SKILLS  

Environment - Windows 98/2000 & 2003/ 

Application Servers –oracle/tally5.9 packages 
Professional Work Experience:

Organization  - WNS Global Services Pvt. Limited(Aviva Insurance)

Designation    - Sr Process Associate

Duration           - 31st Oct 2011 till 26th Dec-2014

Job Profile:-

· Working for Aviva general Insurance in a direct collections process.

· Preparation of Bank Reconciliation reports on Daily, Weekly or Monthly basis as per client requirement.

· Verification of bank statements and verify the cash book for maintain reconciliation reports & analysis of the transactions.

· Processing the credit card and debit card payments in accounts conceivable on oracle system.

· Send email to broker for receive the Automated transactions excel reports in regards to the commission payment.

· Conference call with underwriters for the accounts and policy premium related queries.

· Mentoring as well helping a team to maintain quality performance and help them to process related queries.

· Taking inbound calls for the policy holders, underwriters & brokers in regards to the payment.

· Analyze, view and verify the electronics Insurance claim records and do the correction of records. 

· Utilizing mainframe & Intranet applications as well Internet Explorer and outlook express.

· To maintain Quality performance and as well to achieve production targets as per SLA.

Organization:- Tech Mahindra

Designation- Customer service Associates

Duration- March 2007 till April 2008

Educational Qualification:

	Degree/Diploma
	Year of Passing
	School/College
	Board/University
	Class

	B.Com
	2006
	Pune University
	Pune University
	Higher second class

	HSC
	2003
	T. J College
	Maharashtra Board
	First class

	SSC
	2001
	All saints High school
	Maharashtra Board
	Second class


Computer Skills & Technical Knowledge:

	Operating Systems
	Windows 98/2000 & 2003/ XP/ windows7/W8/W8.1/Oracle / Tally 5.9 

	Packages
	 Ms- Office 2003, 2007,2010 & 2013, Internet Banking


SKILLS:
  Focuses on priorities.

· Good problem-solving and analytical skills.

· Able to manage successful relationships, can shares knowledge effectively.

· Good communication skills (both written and oral).

· Good presentation skills.
BEHAVIOUR:
· Flexible.

· Hard working, sincere.
· Self motivated.
· Promotes a positive and professional work environment with drive and enthusiasm.
· Understand and have a commitment to the philosophy, mission, values of the organization.
Personal Details:

Date of Birth

:
07/06/1984
Nationality
:
Indian
Languages Known
:
English, Hindi & Marathi (Speak, read & write) 

Availability

:
Willing to join immediately if selected.

Residency

:
 Dubai, UAE.

Visa Status

:
Visit visa 




