	 
  Anamika 

	 Email address:-anamikagaur15@gmail.com
CONTACT NO  :-   9044864768/7007634242
ADDRESS: SECTOR C -2292 INDIRA NAGAR LUCKNOW 226016

	
OBJECTIVE

To  have a career with a progressive organization that gives me scope to update my knowledge and sharpen my skills in accordance with the latest trends and be a part of the team that dynamically works towards the growth of the organization.

BRANCH OPERATION EXECUTIVE
(Assistant Manager)

1. Meeting clients on daily basis investigating their problem and accordingly providing services, such as;
· Minor alterations in their policies e.g. Address  changes/DOB/Name Changes/Contact no. ETC
· Fund switching Requests.
· Surrender Requests as per their requirements .
· Re-issue of payments incase not received.
· Vesting /change of ownership in policy.
· Maturity 
· Survival benefit payouts.

2.  Providing swift resolution to customer complaints, ultimately repairing trust and winning loyalty , active listening skills able to diffuse difficult customer situation with tact and ease.

3. Login of fresh proposals :
· Checking the new business login preciously provided by the sales team,
· Asking to fulfill the pending requirements if any ,
· Receipting of the PDR and dispatching the Docs after the scanning and Entry done in the Excel to the H.O.
· Issuing Medicals if any Required.
· Co-ordinating with the client as well as with the concerned medical Unit for the medicals and Tests of the clients.
· After the conversion of the proposal, Co-ordinating for the dispatch of the Policy Bond to the client.
 
4. Receipting of the Renewals/premiums.

· Clients visit the branch for the payment of his / her premiums via cash & cheque. 
· Regular follow ups with the Clients as well as with the SM for the renewals pending if any.



	
EXPERIENCE:- 

Currently working with KOTAK LIFE INSURANCE Company    { March 2019 to Till date }

HDFC BANK LIMITED {October 2015 to September 2018 (HDB Role Under HDFC BANK LIMITED)

· Maintaining and retaining clients of bank.
· Meeting clients and solving their day to day queries.
· Handle customer inquiries complaints billing question and payment extension/service request. Manage a high-volumes workload within a deadline-driven environment.
· Resolve an average of 250 inquires in any given week, exceeding weekly target by 25%. Consistently meet performance benchmarks in all areas(Speed,Accuracy,and Volume).
· Adept in managing successful process operations & experience of developing procedure, service standards for business excellence.
· Issuing SOA and amortization letter.
· Meeting clients on daily basis and cross selling products of the banks.
· Generating business for the organization.

EDUCATION

· MBA from Institute of Management Research & Technology College in 2015.

· BBA from Rama Degree College(LU) in 2013.

· Intermediate from HAL School in 2009.

· [bookmark: _GoBack]High School from HAL School in 2007

Computer Qualification

· ADCA
· Tally operations
· Diploma in Computer Application
Strength:-

· Firm Determination & Positive Attitude.
· Time Management.







	

Personal Details

Name:-Anamika
Father’s Name- Late Mr.Chakradhari
D.O.B:- 17/03/1992
Marital Status:-Single
Contact no:-9044864768





I ANAMIKA hereby declare that the statement made by me is correct to the best of my knowledge & belief.

DATE:-					( Anamika )



