Fatima W. Sayed

14/102, Rashmi Pink City Phase 2, Naigaon (E), Thane 401208
 Mob:8087218419, email:fatimasayydd@gmail.com  
Date of Birth: 27 Oct 1982 Gender: F 

Job Objective:

Desire a sense of achievement as a strong communicator, efficient manager and able leader.  At the same time strongly support and inculcate team spirit in the Human Asset in the organization to contribute effectively towards the corporate growth and development.


Total Years of Experience: 7 yrs.
Current Industry: HDFC Standard Life Insurance Ltd.  
Current Location: Mumbai 

EDUCATION 

·
B.Com from Mumbai University in 2003 

Other Certifications Attended 

·
Diploma In Business Accounts 

·
Diploma In Computerized Accounts 

·
Diploma In Taxation Management

·
Diploma In Office Automation & Graphics

·
Maharashtra State Certificate In Information Technology (MS-CIT)

Computer Knowledge: Ms. Word, Ms. Excel, Ms PowerPoint, Ms. Excess, Corel draw, Page maker, Multimedia, Ms. Outlook, Lotus Notes, & Internet.

Marital Status: Married

Linguistic Proficiency: English, Hindi, Marathi, Urdu & Arabic.

Personal Strengths:

Disciplined, dedicated, hard working, energetic and organized.

Enthusiastic, ability to adapt to new environment and grasp work quickly.

Very good inter-personal relationship skill.

Self-motivated and result oriented.

Ability to work under strict deadlines with little or no supervision.

Employment Background

Organization:      Birla Sunlife Insurance Co. Ltd.
Product:
     Zonal Operations
Duration:
     From 25th April 2013 to 24th Dec 2016
Designation:
     Branch Operations 
Responsibilities:

     Handling entire branch, Back office work, Policy login to issuance, escalation, coordination to underwriters, Medicals centers, Doctors and New Business team for the requirements of Applications.
     Also handling walk-in customers query regarding their Payout, Refund, Policy servicing issuance and convincing for surrender retention and fresh Application, Top ups, riders etc. to enhance the revenue generation.

    Co-ordination with sales team through different MIS for their business, pending and issuance cases. Also co-ordinate with Branch Head, Branch Manager, ZM for the performance of branch and sales team.

Organization:      HDFC Standard Life Insurance Ltd.   

Product:
     Retail Sales

Duration:
     From 14th April 2008 to till date
Designation:
     Sales Development Manager

Responsibilities:

    Monitoring team at regular basis to ensure quality of leads.

    Guide, Support and motivate them to achieve set target.

    Co-ordinate with Advisers & back office so that sales execution done well.

    Training & Guiding them on products, procedures, & policies.

    Conduct meeting for growth in sales by generating the new ideas and rectify the errors.

    Sourcing of Business as well as maintaining relation & getting business from existing clients.

    Follow up with clients within stipulated time & finally maintain records.

Organization:      CITIGROUP GOBAL SERVISES LTD.   

Product:
     Cash and Funds transfer investigations

Duration:
     From 21st June 2007 to Feb 2008

Designation:
     Process officer

Responsibilities:

Responsible for handling the entire activities of Citi Bank Fund transher Investigations through using different Citi Bank softwares - CITIFT, TPX44, CB2, CITISMART, PEGAREACH, GI and SUNPRO.

Part of cash management team

MIS – handling several reconciliation reports

Knowledge of  Swift, Fed, Chips, DDA & Book-to-Book Transfer.

Quality MIS 

     Generation, Collation and analysis of several reconciliation Reports   & Turn Around Time.

     Responsible for ensuring prompt resolution of customer requests and complaints and to ensure that commitments made to customers(government securities, banks, Financial Institutions are met. 

Organization:      Datamatics Technologies LTD.   

Product:
    Accounting Research Manager

Duration:
    From 10th Jan 2005 to 20th june 2007

Designation:
    Officer Tax & Accounting

Responsibilities:  

 Publishing out the financial documents in multifaceted software Lotus Notes 6.5.1 as per Research Manager Publishing Guidelines, which have been formulated by the internal authors at Accounting Research Manager (ARM).

· Leading the team strength of 21 people.

· Publishing out the documents for Accounting Research Manager (a part of CCH) which is an online researchable guidance tool that includes Authoritative and Interpretive content focused on the following areas: 

IAS, IFRS, SOX, Auditing, Accounting, Governmental, Regulatory (Securities and Exchange Commission [SEC]), Internal Controls

· Quality checking the documents of various categories i.e., Financial, Commercial, Accounting and Auditing.

· Interlinking of various financial documents for the easy and immediate access.

· Crosschecking the web addresses whether or not they are relative to the content.

· Communicating with international clients through lotus notes emails and Outlook e-mail.

· Ensuring that the content is processed timely and accurately for the users of ARM website.

Preparing MIS Reports for the project.

Others: -

· Training new recruits and vendors in the department.

· Assisting in the management of the workflow.

· Participated in Six Sigma project.

· Holding weekly Teleconference for project related queries.

· Update team members to improve their productivity to ensure better quality.

Organization:      Kotak Mahindra Bank (DST)   

Product:
    Personal Loan

Duration:
    From 1st Apr 2004 to 5th Jan 2005.

Designation:
    Sr. Telemarketing

Responsibilities:

    To achieve sales target of Rs.20 lacks every month.
    Monitoring Telemarketing team at regular basis to ensure quality of    leads.
Place: Mumbai

Date: Nov 2016





Fatima Sayed

