Firaq Pleza

email: firaqpleza@yahoo.com | Contact No: 98791 37177

Seeking assignments in areas of Operations or Finance with a high growth oriented organization.


PROFESSIONAL ABRIDGEMENT

· A competent professional with over 5 Years of experience in the areas of Insurance Operations, Distribution Operations, Administration, Client Servicing and Team Management. 

· Proficient at providing value added customer service by resolving customer issues & ensuring their satisfaction with the product and the service norms.   

· Strong organizer, motivator, team player and a decisive leader with successful track record to handle diverse market dynamics.

· An effective communicator with excellent relationship building & interpersonal skills.



EMPLOYMENT CHRONICLE

Asian Media & Marketing Group, Ahmedabad: April 2012 – Till Date 
Business Development & Operations Executive 

Operations Accountabilities:

· Preparing MIS for adverts booked by sales team and co-ordinating with VP-Operations and designing team for Magazine & Newspaper pagination. 
· Training the CRM team on new projects. Explaining them the project, process and solving queries. 
· Current Project:

· Started a project with Head of Sales and Business Manager to create a package by combining subscription and advertisement deal to maximise the revenue and customer reach. 

Business Development Accountabilities:

· SPOC for existing customers for renewal, servicing and complains. 
· Product suggestion according to the customer’s requirement. 
· Generating revenue through existing customer base.

Zeth Enterprise, Junagadh: Dec' 2008 to March 2012 

Senior Executive – Administration
Accountabilities:

· Documentation and logistics - Logistics documentation and co-ordination of Purchase and delivery of goods. Managed transportation & distribution operation in a consistent manner on daily basis with cost, customer service, and business strategic requirements.  

· Warehouse Management - Direct, Coordinate and plan the warehouse storage and distribution of products.

· Day to day authorization of all order received, goods dispatched, closing inventory, payment received etc.
· Responsible for routine Finance & Accounts functions.

· Initiatives:

· Created a Database of all customers and their respective order details, payment details using MS-Excel.

ICICI Prudential Life Insurance Co. Ltd. Surat: Oct' 2006 - Nov' 2008
Customer Service & Operations Associate
Accountabilities:

· Responsible for Branch Underwriting which includes processing all applications till issuance within specified TAT.

· Had Underwriting Limits of 10 Lac – Retail Business and 15 Lac MRTA (Home Assure). Both Non-medical.

· Customer Service: Policy servicing, Policy Queries, Complaints etc.

· Training given for scrutiny, underwriting and overall process to new joiners.
· Achievements:

· Awarded Cluster Champ for underwriting policies with 0% error.

IT SKILLS

· Certified Business Analyst, UML training programme from IQTI, Bangalore - December 2012 to February 2012. Trained on USE CASE Modeling. (5 in-house projects)
· HONORS DIPLOMA IN COMPUTER SCIENCE (HDCS) from LCC.

· Hardware & Networking Basics and Software Development.


CORE COMPETENCIES 

Business Analysis 

· Strategic Planning, Business Model Analysis, Process Modelling, IT/Technical business analysis.
Administration/Operation

· Coordinating with vendors and internal departments, Creating new process for smooth operations. 
· Managing proper operations of various software and their access at the Warehouse and Office. 



SCHOLASTICS

· MBA from AES PG IBM, Ahmedabad in 2006.

· Bachelor of commerce(Advance Accountancy) from Saurashtra University, 2001-04.

· H.S.C commerce from Swami Vivekanand Vinay Mandir, Junagadh in 2000-01.

· S.S.C from Carmel Convent High School, Junagadh in 1998-99



PERSONAL VITAE

Date of Birth       

:   
29th July, 1982

Interests                                   :           Learning New Things, Meeting people, improving upon personality.

