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Nationality:

Indian
Marital status:

Married
Visa Status:

Employment Visa

Place of Birth:

Nagercoil, Tamil Nadu, India
Date of Birth:

08th November, 1980
CAREER OBJECTIVE

Work in all levels to build strong relationships with customers, associates and personnel based on knowledge, understanding in every capacity to enhance integrity and exceed expectations

EXPERIENCE:


Company :  Universal Security & Cleaning Services LLC,  Dubai, UAE

Designation : Administrative Assistant, Supervisor, In-Charge Accommodation
Responsibilities (Feb 2014 – Current)

· Performs administrative and office support activities for multiple supervisors.
· Responsibe for initial documentation for the new comers like Joining report, collecting documents and preparing for medical and Emirates id.

· Responsible for maintaining the attendance records on a monthly basis.
· Scheduling duty roster and maintaning leaves for the employees as per client request.

· Receive the orders from managers and make announcements, assist the security guards & cleaners with their needs and requests, updating the management with operations and camp status, responding to incoming calls and mails.

· Track employee probationary periods and Expiry of Labour Cards, DPS cards, passports etc.

· Personnel administrator for the camp and work coordinator.

· The company representative for governmental facilities & responsible for organizing and securing vital facilities for camps e.g. storekeeping, handling of keys & record keeping. 

· Supervise & vet cleaners before proceeding to client’s premises & make sure all the necessary tools for the jobs are in place.

· Initial point of contact when dealing with clients during routine cleaning exercises

· Raise fines when deemed fit for employees who violate any rules already set by the company.

Company: DELL Services,   Chennai - India 

Designation: Claims Analysis Associate
Responsibilities: (Jan 2008 – Dec 2012)

· Understanding Business Requirement Specifications.

· Retained high level of security within Government guidelines in the claim submission and review process. 

· Assured client for payment for the rendered services.

· Performed and conducted the pre adjudication of claims as required by the client.

· Analyzed all insurance claims and resolve the pending cases of the insurance denials.  

· Regular interaction with client for resolution of pending cases.

· Take necessary action to resolve the denial cases.

· Maintaining quality and daily production.

· Internal Quality checking on a regular and random basis

· Created reports for clients to include in data exchange meetings. 

· Analyzed claims thoroughly and accurately before giving approval to the releasing office. 

· Provides second review of bills on which providers question the appropriateness of payments authorized. 

· Submit reports and queries to the upper management on daily basis.

· Evaluates claims referred for medical management and makes recommendations for follow-up, further investigation or documentation as necessary.

Company: DELL Services,   Chennai - India 

Designation:  Administrative Assistant
Responsibilities: [Jan 2006 – Dec 2008]
· Assist for making the payroll and preparing the salary transfer sheet to the bank. 

· Coordinates the issuance of  I.D cards for the new joining employee’s

· Ensure that all personnel action forms that are submitted to accomplish recruiting, promotion, salary changes terminations, leaves, absence and all other personal action are reviewed in a timely manner for compliance with the company policies and procedures.

· Forwards joining reports with all necessary documents to personnel for employment processing.

· Gathering, adapting, storing and distributing information within the company. 

· Handle employee queries on HR & personnel issues.

· Maintaining employee personal files, making sure all sensitive documents are in place.

· Make draft job description formats and follow up with concerned managers for final update. 

· Management of office environment. 

· Oversee procedure related to employee resignation & termination.

Company: Mangalam Tours & Travel, Nagercoil, India
 

Designation: Administrative Assistant

Responsibilities: [July 2002 – Oct 2005]

· Maintaining daily accounts of the company 

· Attempts  and resolve customer queries

· Handling cash and banking transactions

· Responsible for computer documentation.

· Submit reports and queries to the upper management on daily basis. 

ACADEMIC QUALIFICATIONS

· Master of Business Administration(MBA) 
Madurai Kamaraj University, India

· Bachelor of Science (B.Sc. - Mathematics)

Manonmaniam Sundaranar University, India

· Post Graduate Diploma in Computer Applications (PGDCA)

IFG ACE Computer Education, Hosur, India

LANGUAGES

· English        – Fluent spoken and written

· Tamil           – Fluent spoken and written

· Malayalam – Spoken 
· Hindi            – Spoken
HOBBIES

· Reading 

· Net Surfing

· Socializing and making new friends.

REFEREES

Available upon request
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Mission Statement





Strive to exceed employer / customer expectations, maintain in all initiatives / interactions and always putting the customer first.





Career Snapshot





Over 9 years of experience in admin office Administration & Customer Support.





Having a Valid India Drivers’ License.





Computer Skills





MS Applications


Comprehensive Internet    expert





Areas of Expertise





Administrative support


Public Interactions


Report Writing


Supervising


Client Interactions
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