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Almost 5 years of rich experience in various field of Business Growth, Operations, Customer focused, Public relations, Customer Support in reputed service industries. 
PROFESSIONAL STRENGTH :









· Confident and energetic with an ability to learn.

· Achieving targets & focus on growth.

· Positive/advanced thinking of current trend.

· Reputed administration experience.

· Capable of positive professional relationship.

PROFESSIONAL EXPERIENCE:







      
In Reliance General Insurance Co Ltd. - Agency Dept. from Aug’14 to July’15 as Supportive Officer.
· JOB RESPONSIBILITIES:








· Preparing daily MIS Report and issued cover note to clients and agents.
· Coordination and Visit to inactive IRDA agents for new business and policies renewals.

· Keeping track of Agent’s payment & daily base follow-up business status (Targets and achievement) with managers which updated to RSM, through mail .

· Handling of insurance premium cheques/cash received from customers/agents.
· Maintaining of records for new joiners/IRDA agents/policy issuance
· Checking the health (GPA&GMC) and motor claims documents.
TATA AIA Life Insurance Co Ltd.  - Marketing Dept. from Feb’2013 to June’2014 as a Adviser.
· JOB RESPONSIBILITIES:









· Convince to client by right speech and right Product base on client’s need.

· Selling of Life Insurance Policies.

· Tell calling and records maintains.
Raytheon International (Mumbai). - USA based process, From Sept’2011 to Dec2012.as an executive.
· JOB RESPONSIBILITIES:








· Convince to client over phone (Telle-sale of Loan).
· Trained to new Joiners .
In Reliance General Insurance Co Ltd. – Commercial claim Dept. from January’08 to Feb’10 as Customer Service Officer.
· JOB RESPONSIBILITIES:









· Booking claim intimation & settlement in CMS (Claim Management System).

· Maintaining claim files and reports provided by the insured and surveyor.
· Dispatching claim cheques to service providers & insured /clients,

· Coordinating with recovery agents & salvage buyers.
PROFESSIONAL COURSE :









Diploma in Sanitary Inspector from ‘India institute of local government, Mumbai’. From April 2010 to May 2011.
COMPUTER SKILL:










One year Diploma Course (“Information Technology Application”) in the year 2005.

ACADEMIC QUALIFICATION:



M.A in Rabindra Bharti University on 2007.

Graduation from Calcutta University on 2005.

Higher Secondary from WBCHSE on 2002.

Madhyamik from WBCSE on 2000.

LANGUAGE KNOWN:
English, Bengali & Hindi

PASSPORT NO
:
G5221462



VISA STATUS
:
Sponsor (Husband)

PERSONAL DETAILS:










Date of Birth: 

22.03.1985

Sex:


Female

Marital Status:

Married

Nationality:

 Indian

Hobbies: 

Traveling and Music

