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CURRICULUM VITAE


                                  Operations Assistant & customer relationship management 



PROFESSIONAL SUMMARY

A performance driven person with 3 years of relevant experience in Operations assistant, Customer Service. Thrive to be in a fast-paced team environment and interested in contributing to the achievements of your esteemed organization with quality and dedication.
EDUCATION

· Bachelors in Commerce - St. Philomena College – Puttur, Karnataka India  April 2013 (Pursuing )
· PUC (Class 12 ) St. Philomena Pre University College Puttur Karnataka India    March 2010
PROFESSIONAL BACKGROUND                            December - 2015 
                                                                                                         UAE
Operation assistant  

Standard chartered bank dubai, uae.
· Support of SMS for utility payments.

· Online platform updates of passport, visa, & emirates id.

· Stationary maintenance tracking for Re-order.
· Fulfillment of cheque books, pins.

· Cheque book reports to branches.

· Return mail updation on daily basis, MIS maintenance.

· Filing  documents on daily basis.

· Chubb maintenance.

· Liaising with mail room.

· Assistance to team in handling miscellaneous activities.
Office Assistant & customer relationship                                                        September -  2013 To 2015                                Mediassist India TPA Pvt Ltd




                                      India

· Managing the entire operation of allotted corporate Customers.

· Maintaining MIS report & outstanding report.

· Handling customer queries and giving FTR.
· Cashless process follow-up with employee, hospital and Mediassist for smoother process.
· Reimbursement process follow up with employee and Mediassist till the settlement of the claim.
· Sharing the E-cards and login credentials to the employees.
· Maintaining Employee and dependent data.

· Updating enrollment team on new beneficiary updating

· Getting necessary endorsement from the insurance company

· Fake claims Verification and reporting to management.

· Follow up with the finance team until the claim settlement
INTERPERSONAL SKILLS
· Excellent time management skill

· Developed excellent interpersonal, communication and convincing Skills.

· Good knowledge of general accounting principles.

· Deep ability to compile information and prepare reports.

· Well talented and attached with good behaviors.

· Fast learner, hardworking, can execute a task within a short time.
COMPUTER SKILLS

· Microsoft Office, Tally, Internet
PERSONAL DETAILS

Date of Birth
: 
21/05/1992
Nationality
: 
Indian    

Languages
: 
English/ Hindi / Kannada / Konkani / Tulu
Marital Status
:
Single
Religion
: 
Christian
REFERENCES

Upon Request.

DECLARATION 
I hereby declare that the information furnished above is true to the best of my knowledge.






glenson 





 � HYPERLINK "mailto:glenson.331964@2freemail.com" �glenson.331964@2freemail.com� 
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