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       KISHAN RAO
                     Contact No.: 9871444786
         E-Mail: kishan.rao82@gmail.com
In pursuit of challenging and enriching assignments in Operations Management with an organisation of high repute
CAREER ABSTRACT 


· Successfully completed MBA specialising in Operations Management.
· Skilled in handling large work assignments under stressful environment with perfection.

· Proficient in handling Team and getting the best results out of all individuals in Team.
· Highly organised and dynamic professional with expertise in leadership qualities and ability to handle complex tasks and situations.
CAREER CONTOUR

Edovu Ventures Pvt. Ltd.
Position: Operations Manager (April 2016: Till Date)
Centrally handling the entire gamut of the Operational activites for the organization.
· Coordinating amongst the Head Office and the Centre heads to look after the proper Operations of Discovery Montessori Pre-School, USA.

· Operations in charge for the northern region (Haryana, New Delhi, Punjab and Rajasthan)
· Right from the property search with the Business Partner for the Centre set up to setting up the centre as per the requirement of the Discovery Montessori franchise, I am involved in all aspects.

· Brand Promotion planning through BTL and ATL to increase visibility of the brand

· Involved in the recruitment of the sales staff for Promotional activities

· MIS preparation and submission of reports

Attainments:

· Successfully organized “Summer Bonanza”, activities for pre-schoolers to attract them and their parents to the Centre and thus increasing enrolments.
· Set up booths all across North India and planned Door to Door activities for promote new branches and increase enrolments. 
Unigrow Ventures Pvt. Ltd.
Position: Operations Manager (May 2014: September 2015)
· Created and maintained entire MIS, Customer Care and dispatch section.
· Co-ordination with Sales Director & Sales Head for daily Business Login.

· Publish daily consolidated organization business MIS, for all heads and seniors.

· Prepare pay out sheet with the co-ordination of a/c team and circulate to sales team twice every month.

· Verifying & establishing the details of customers through phone calls & mails.

· Dispatching welcome kits to verified customers.

· Quality check & verification of customer documents. 

· Managing the entire operation department to make sure of a smooth working of the organization.       
Attainments:

· Preparation of new Welcome Kit format for new clients.
· Ensuring proper verification which resulted in catching fraudulent calls and thus saving the organization from getting duped. 
Saraogi Insurance Broker Ltd.
Position: Assistant Manager (February 2010: May 2014)
· Preparing & Publishing entire MIS.
· Handling Commission Structure Part.
· Follow with various insurers for obtaining the TDS Certificate and the same submit to the accounts department for the audit purpose. 

· Follow up for Renewal Due Cases with insured and insurer. 

· Arrange meetings with the Insured at our premises and understand their queries and work hard to sort out the same.

· Follow up with the Insurance Company for quotes, Policy documents/ Binder and Cover notes and Surveyor deputation of claim cases.

· Follow up with insurer for the Issuance of employee benefit Endorsements/Additions and Deletions. 

· Follow up with TPA for the issuance of Mediclaim cards and claim settlement.

· Quality check for health cases (as per QC list).
Religare Finvest Ltd
Position: Executive Operations (October 2008: February 2010)
· Preparing & Publishing various types of MIS, TAT Calculations (Branch/Ops Productivity Analysis).

· Coordination with all the PAN India branches regarding process implementation, queries resolutions, etc.

· Coordination with all the General & Life Insurance Companies regarding Issuance of Policy as well as completion of Pendency.

· Login the daily basis sales business (i.e life, general and motor cover note/document) in the software. 

· Quality check for health/Life cases and motor policies (as per QC list).

· Handling Customer Queries pertaining to Customers and Relationship Managers.

· Handling Commission Structure Part.

· Reconciliation of manual cover notes.

· Send renewal letters/Notices to current Client base.

ICICI Lombard GIC Ltd.
Position: Executive Operations (July 2005: October 2008)
· Preparing Monthly Endorsement error report (Nil & Non-nil Endt).

· Generating MIS Weekly & Monthly basis Ageing Report, Audit Report, Branch QC Error, Conversion Ratio Report, Pendency Drive.

· Issuance of Motor policies with in defined TAT & Quality Standards.

· Endorsement & Cancellation of motor policies.

· Handling Sales & Call centre queries.

· Sitting with auditors for motor audit.

· QC & Acceptances of motor files.

· Induction & Training to new employees about Operations Process.

· Vendor Management: File retrieval follow-ups for Legal and Audits from Storage vendors.

· Coordination with Various Branches and Central Operations for resolution of issues.
·  Passing Endorsement for NCB Recovery.

SCHOLASTICS

MBA in Operations Management from IGNOU University 
B.A. Pass from Delhi University.
Diploma in ‘Computer Application’ from YMCA
Diploma in ‘Desktop Publication’ from Starlite Foundation
PERSONAL DOSSIER

Date of Birth


: 02nd December 1982
Contact Address


: B-89, Chattarpur Enclave Phase I, Rajpur Colony New Delhi-110068
Marital Status                                 : Married
Languages Known

: English and Hindi[image: image7.png]
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Area of Expertise


MIS Preparation


Policy Implementation


Team Handling


 MS-Office








