
MeethaliParekar.
EmailID:meetali.parekar@gmail.com
Phone:7083888754.

CAREEROVERVIEW

Adeterminedanddiligentprofessionalwithstrongadministration,managementandmaintenanceskillsislookingforwardtoexcel
inareputedorganizationandchallengingobligationtoefficientlydeliverthecompetenciesforthecontinuedgrowthandviabilityof
theorganizationandtherebybuildingownprofessionalcareer.

WorkExperience

 CompanyName:PrincipalGlobalServicesPvtLtd,Pune.
 Duration:From 26thJune,2017ToPresent.
 JobProfile:DataAnalyst.

 CompanyName:RBComputers,Nagpur.
 Duration:From 15thSept,2014to31stMay,2017.
 JobProfile:OfficeAssistantcum telecaller.

 CompanyName:CaliberPointBusinessSolutions(HexawareTechnologies),Nagpur.
 Duration:From 12thFeb,2014to27thAugust,2014.
 JobProfile:BusinessAssociate.

Roles&Responsibilities

PrincipalGobalServices:-

Process1:-

 WorkingonInsuranceProcesstoprovidecoveragesof(LifeandNonMedicaltoEmployees,USProcess).

 Processingfilesandhandlingdifferentqueueslike;AccountStructure,specification,Adminpartetc.atgiven
timeframe.

 IdentifyingerrorsandupdatingthereportusingtheCompassapplicationknowingMemberandDepedants
Status.

 Asperemployer,weprovidescoveragestoemployees.(LikeBasicLife,Voluntaryterm Life,STD-Short
Term Disability,LTD-LongTerm Disability,Dental,Vision,etc.

 EnrollsnewmemberinPolicy,ChangeDemographicdetails,IncreaseorDecreaselimitselectedand
approved,Terminates,ReinstatesmembersandSendsthediscrepancyreporttoVendorsforany
clarification.MakechangesaspertheVendorsResponse.

 Understandingtheconceptsregardingtheplansandtakingappropriatedecisionswiththehelpofonshore
team.

 CompletestherequestingivenTATandensuresthe100%quality.

 DailytaskassignmentandmentoringteammatesinabsenceofSME.DirectlysendsmailtotheVendors.

Process2:-

 DecisionmakingplansandrectifyingerrorsintheCustomer’sData.

 WiththehelpofOnshoreteam,mailsarethensendtotheVendorstocorrectthedata.

 Collectingallthedatarelatedtothecustomer(providedbyVendor)andprovidingcorrectdatarelatedto
theplan.

 TocreateAccountStructureforcompaniesandsendthereporttoUSteam.

RBComputers:-(InstitutewhichprovideComputer’sBasictraining)

 MakingAccountsusingExcelregardingthecandidate’sdata.

 AttendingthecallofcustomersandprovidingnecessaryinformationrelatedtotheInstitute.

 ProvidesBasicCoachingtothosecandidateswhoareeligibleinappearinginthefinal’sexam.



CaliberPointBusinessSolutions:-

 CopyingthedataprovidedbytheInstitutionandmaintainingitinapropersequence.

 IdentifyingerrorsofdatagivenbyDEOteam.

 UpdatingthedataaccordingtotheVendor’srequirement.

 Filesarethensendtothenextlevelteam.

ACADEMICCREDENTIALS

MasterofScience:-(Statistics)
InstituteofScienceCollege,(63%aggregatemarks)
UniversityofNagpur,2012.

B.Sc(ComputerScience,Physics,Statistics)
Dr.AmbedkarCollege,(57.33%aggregatemarks)
UniversityofNagpur,2010.HigherSecondaryEducation:-
SindhuMahavidyalaya,(55.33%aggregatemarks)
MaharashtraStateBoard,Nagpur,2007.

SecondarySchoolCertification:-
KTRHighSchool,(66%aggregatemarks)
MaharashtraStateBoard,Nagpur,2005.

TECHNICALPROFICIENCY
MSOffice(Word,PowerPoint,Excel),
SAS,DIT.

ACHIEVEMENTS

GotAwardforQuarterlyR&R(RewardsandRecognition)on04-10-2018forOverallPerformanceinTeam.
GotAwardforImprovingQualityandHighestProductivityinteam forthirdquarter,Dec2019.

PERSONALPOTENTIAL

 Excellentorganizationandprioritizationskills.
 Selfmotivated,focusedanddedicatedprofessional.
 Proficiencyatgraspingnewtechnicalconceptsquickly&utilizingitinaproductivemanner.
 GoodManagerialandinterpersonalskills.
 AccuracyandAttentiontodetailsandcapabilitytomakesounddecisions.
 Cohesiveteam player,havingstronganalytical,problem solvingandinterpersonalskills.

PERSONALDOSSIER
DateofBirth 12thApril,1990.
Linguisticskills Marathi,HindiandEnglish.
Nationality Indian..
FatherName NareshGanpatraoParekar.
Mother’sName SangeetaNareshParekar
Maritalstatus: Married.
ContactNumber 7083888754.
PermanentAddress NearChandramaniBuddhaPaliVihar ,

BuddhaNagar,Unit1Nagpur-440017.
CurrentAddress GATno.1359,Plotno7,KolteParksociety,

KawadeVasti,KhandveNagar,
WagholiPune-412207.

IdoherebydeclarethatthedetailsprovidedbymeinthisresumearecorrectandIhaveknowinglynotomitted/misrepresented
anyinformation.Iam awarethatthecompanycanusethisdataforverificationpurposesandanymaterialinconsistencyidentified
betweenthedetailssharedaboveversusactualinformationwouldhaveabearingonmyemployment,baseduponcompany
policies.

ThankingYou,

Date: YoursFaithfully,

Place:Pune
MeethaliParekar




