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                                                                                                 New Delhi – 110019 (India) 
  Mob :  7838971977
E-mail:indiawalanarayan@yahoo.com

Career Objective:

To work in an organization which believes in quality work and use my knowledge in a professional way, which will produce tangible results to my company immediately and provide encouragement to my professional and personal growth. 

With good accuracy in work and keen for continuous learning. I can be a good asset in saving the time and money thus increasing the profit for company. 

Strengths and Skills:
· Ability to establish and maintain harmonious working relationship with others.
· Self motivated and a quick learner. Can work with minimum supervision.
· Biggest strengths would be the skills acquired through working.
· Always looking for new challenge, work and techniques. 

CURRENT ORGANIZATION: BYR INSURANCE BROKERS PVT LTD From March-2020 to till date, as a Manager Accounts
	
Job Description:
· Prepare the all IRDA Reports according to the Principal Officer.
·  All IRDAI compliances complete quarterly and yearly on BAP portal. 
· Policy Renewal intimation record maintain of MG Motors, Ring Road Honda and Deutsche Motoren.
· Self-handle all old recoveries and dues.
· Weekly and monthly maintain the company revenue MIS.
· Monthly Prepare RM salary, Incentive, Travel Expenses.
· After month closing prepare all insurance companies Invoice in SAIBA and PAN India follow-up with all insurance companies’ branches for Payment.
· IRDAI and MS rate modification and Updation in SAIBA after month closing.
· POSP code creation and record maintain in SAIBA.


PREVIOUS EMPLOYMENT 

1. MILLENNIALS INSURANCE BROKERS PVT LTD, as a Manager Accounts.
for the period of 2 years and 9 months.

Job Description:

· Monthly Prepare RM salary, Incentive, Travel Expenses and PL report.
· Self-handle POS code creation, payout, Recovery and other issues.
· Follow up with all insurance companies for IRDA and MS
· Handle and maintain the TDS and GST records.
· Supervise the policy issuance Motor, Health, Travel and Marine
· Self handles the delight Honda, Riddi Ford and Plaza Hyundai commission and service issues.

2. NEWQUEST INSURANCE BROKING SERVICES LTD, as a Manager (Operations and Accounts) for the period of 2 years and 4 months.

Job Description:
·  Self handles their work i.e., Cancellation, Dump, Quality Checking, endorsement & Pendency Resolution of Policies or Covernote, of all insurance companies.
· Preparing of final MIS reports of all Branches for closing, payout and incentives.
· Follow up with all insurance companies for IRDA and ORC.
· Regular meetings with vice president around fiscal planning.
· Preparing software report of SAIBA for sales team salary.
· Independently handle the sub-Broker issues.
· Improve the operational systems, processes and policies in support of organizations mission – specifically, support better management responding.
· Supervise and coach all operations team.


3. SMC INSURANCE BROKING PVT. LTD., as an Asst. Manager (Operation) for the      period of 8 years and 2 months.
	

Job Description:
· Preparing of final MIS reports of all Branches for closing.
· Self handles all SP management regarding payment, code creation and paid unpaid.
· Preparing all service providers bank detail i.e., bank name, a/c no, IFSC code, PAN no and etc.
· Preparing software report of SAIBA for payouts and sales team salary.
· Independently handle the sub- Broker issues of PAN India Branches.
· Data modification and verification.
· Address verification of all service providers by AIVSP.
· SP code creation and make client payments.

4.. RELIGARE INSURANCE BROKING LTD., As an OPERATON EXECUTIVE for the period of 2 years
My Responsibilities Included
· Independently handle the operations- Policy Insurance, Data Entry, Cancellation, and Updating& Verification of Policies or Covernotes, General & Life Insurance of All Insurance companies. 
· Responsible for handling the entire transactions of the product, ensuring, the processes are carried out on time, in an error free and efficient manner. 
· Responsible to achieve the desired results desired TAT, operational efficiency etc.
· Preparing MIS Reports.
·  Making the salary and incentive sheet of all ACRO employees on the basis of attendance and performance.

5. ICICI LOMBARD GENERAL INSURANCE LTD.  As an OPERATON EXECUTIVE for the period of 2 years.

My Responsibilities Included. 
· Update operation executive & SM wise MIS on daily & monthly basis.
· Capture all Covernotes in pathfinder software & search duplicate in database. 
· All hard copy of Covernotes handover to quality check section.
· Quality check of all data entry Covernotes in pathfinder software.
· Independtly handle the operations i.e. Endorsement, cancellation, lapse of policies, I L Pos, quality checking, tagging and Updation of motor & two wheeler.
· Handling collection of Covernotes of North & East India Branches. 

6. FRENKLIN TEMPLETON INDIA LTD. as TEAM LEADER CUM PROCESS TRAINER for 14 months. 
My Responsibilities Included. 
· Checked all registration form of Sub-Brokers. 
· Handling of all issues of Customers. 
· Preparing the statement report of NAV & Transaction. 
· Take approval via E-mail waiver of document & rate of NAV. 
· Make all type of MIS & Reports in Excel Format on daily, weekly & monthly basis. 



EDUCATION:

· Graduation (B.Sc.) from C.S.J.M. University Kanpur. 
· IRDA Examination Qualified.
· Intermediate Passed from UP Board Allahabad.
· High School Passed from UP Board Allahabad.

EXPOSURE TO COMPUTER 
· Good working knowledge of Microsoft Excel Applications. 
· Packages Known – MS-Word, MS-Excel, MS-Power Point.

Personal Details:


a) Father’s Name		:		Sh. R.K. Dwivedi
b) Date of Birth		:		01-01-1982
c) Language Known		:		English & Hindi 
d) Sex		:		Male
e) Nationality		:		Indian
f) Marital Status		:		Married



I hereby declare all my qualification is true to my ability. Kindly give me chance to show my ability. 


Date: _______________

Place: ___________
-------------------------
(Narayan Dwivedi)
