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Professional Summary
Qualified and committed candidate, offering ten years of experience in insurance industry as Branch operations head and one year experience in Healthcare industry administration, seeking a position in an organization that gives scope to apply the knowledge and skills. 

Work Summary

Camp In charge and coordinator                                                                                                   January 2020-Till date

Safari Group of Companies                                                                                                                                Doha, Qatar

· Currently working as Camp in charge and  Coordinator at Safari Group of companies, Doha ,Qatar
Administrative Manager                                                                                                        October 2018-October 2019

ARMC IVF Centre                                                                                                                                        Mangalore, India
    
· Supervising day-to-day operations of the administrative department and staff members
· Planning, Scheduling and promoting office events including meetings, conferences, interviews, orientations and training sessions.
· Developing, reviewing and improving administrative systems, policies and procedures
· Collecting, organizing and storing information using computers and filing systems
· Overseeing special projects and tracking progress towards company goals
Branch Operations Head                                                	                                       September 2008-October 2018

Bajaj Allianz Lic Ltd                                                                                                                               Kannur, Kerala, India

· Assigned the tasks of processing customer orders as well as provides details about the products and services to customers.
· Handled the responsibilities of designing activities to improve business performance and customer satisfaction.
· Responsible for generating ideas on ways to resolve problems and serve customers in a better way.
· Assisted customers in filing claims as well as making and receiving payments within TAT
· Confirmed customer understanding of the solution and provided extra customer education as required.
· Coordination with Sales team for the speedy issuance of new business and IC recruitment
· Cash counter activities like renewal collections etc.
· Have excellent knowledge in book keeping and petty cash accounting.
· Maintaining an effective administration system.
· Rapidly responding to and resolving any administrative problems.
· Managing related legislative, regulatory and compliance issues.
· Running the company reception area.
· Offering a warm and friendly welcome to any visitors.
· Receiving and redirecting telephone calls.
· Raising and progressing purchase orders.
· Updating office manuals and brochures. 
· Coordinate with housekeeping workers and supervise their activities in maintaining clean work and neat work atmosphere in the office.
· Ensure restrooms are kept well clean and neat through surprise audits and regular supervision.
· Regular monitoring and checking of the functioning status of the office equipment’s like printers, office furniture’s, telephones, cup boards etc.
· Negotiate with vendor’s contract terms and conditions, Annual Maintenance contracts with respect to Panty services, AC’s, safety item suppliers, office equipment’s purchase etc. and finalize the vendors.

Sales Man                                                                                                                                      April 2005-August 2008 

Alukkas Jewelers                                                                                                                               Palakkad, Kerala, India

· Sales inside the showroom

Sreeram Agencies                                                                                                                   February 2003-March 2005

Store Keeper                                                                                                                                         Trissur, Kerala, India

· Maintaining proper records.
· Ensure safe keeping.
· Initiate purchase  requisitions and initiate action for stoppage of further purchase
· General control over all activities in stores, Issue of materials.
· Check the book balances with the actual physical stock etc.
Career Achievements

· Maintained a world class work atmosphere through Excellent Customer service at Bajaj Allianz LIC Ltd which is well appreciated by all visitors, employees.
· Achieved “Certificate of Excellence” from Head Operations in the month of May & July 2009 for outstanding renewal performance
· Achieved “Certificate of Excellence” from National Retention Manager  for the period April 2009 to Jan 2010 for outstanding renewal performance
· Achieved “Certificate of Excellence” from Zonal Retention Manager for the year 2010-2011 for outstanding renewal performance
· Rated “A” (Exceeds Expectations) in annual appraisal in the Year 2010-2011
· Attended soft skills training programs like Time Management
· Successfully completed JUMP (Junior Management Program) in the year 2011
· Achieved Certificate of Completion for Preventing Corruption and Fraud at Allianz
Educational Qualification
	                                                                                                                                                                          
· Bachelor of science : Statistics                                                              			           2002                                        
               St. Thomas College, Trissur 

Personal Particulars

Passport Details:
Passport No:  S7869568										
Place of Issue:  CALICUT
Date of Issue:  22/11/2018
Date of Expiry: 21/11/2028

Date of Birth		: 10th May 1981
Marital Status		: Married
[bookmark: _GoBack]Father Name		: K Gangadharan
Nationality 	 	: Indian
Languages known	: English, Tamil, Malayalam, Hindi
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