rahim shaikh
Ground Floor, Flat No. 2, Nr. Rehab Complex, Hawally, Kuwait.

Mobile: 60063836, Email: shaikh.rahim0804@gmail.com
OBJECTIVE 

Competent professional, seeking challenging positions in Operations / Administration / Customer Service. 

Obtain a challenging leadership position applying creative problem solving and lean management skills with a growing company to achieve optimum utilization of its resources and maximum profits.
PROFESSIONAL SUMMARY
· An adroit professional with consolidated experience of over 8 years in Operations, Administration and Customer Service

· Presently working with Al Abeer Travels & Tourism as Travel Consultant
· Proven acumen in executing key responsibilities such as Process Management, Issue Resolution and Client Servicing

· An effective planner and strategist with solution oriented mindset along with superior communication and team management skills

PROFESSIONAL EXPERIENCE

AL ABEER TRAVELS & TOURISM, Kuwait    

  
                                                      Since Oct 13

Al Abeer provides full service & offer group and individual travel planning.  It also offers assistance in planning perfect vacation. 
Assistant Corporate Reservationist/ Travel Agent Executive

Responsibilities

· Provide complex travel consultation with a demonstrated knowledge of domestic international travel.

· Maintain and excellent track record for effectively managing and growing corporate accounts.

·  Maintain exceptional research, time management and problem resolution skills.

·  Travel system used “Smart Point”  “Galileo”.
Islamic Presentation Committee, Kuwait    




      Jul 12 – Jul 13
IPC is a well known and a non-profit organization that provides Islamic Information’s to all. IPC along with Ministry of Awqaf sponsors school fees to the expatriates who can’t afford to pay.  As a part of IPC I am solely responsible for all the Administrative work.
Administrative Coordinator
Responsibilities

· Receiving application from parents and verifying all the documents.
· Conducting and assisting in interviews

· Data entry by using MS Access.
· Allocating file numbers according to the system generated number.

ICICI LOMBARD GENERAL INSURANCE CO. LTD., Mumbai



Jan 06 –Jan 11
ICICI Lombard GIC Ltd. is the largest private sector general insurance company in India. ICICI Lombard allows instant policy issuance and renewal through its website. Its expertise lies in providing retail insurance products including Car Insurance, Health Insurance, Travel Insurance, Two Wheeler Insurance and Home Insurance. Where we were responsible for Motor Insurance of TATA Motors.
Operations Executive (Team Leader)
Responsibilities 
· Led a team of competent executives, provided training, guidance & motivation and periodically reviewed their performance.

· Updating daily database for Motor.

· Managing System Architect- (Enterprise architecture –BPMS), a software documenting all the processes of Lombard, thereby updating all process changes & new processes.

· Mapping, updating & maintaining all processes in conjunction with the respective process owners.

· Alignment of business processes with software application, organization chart and others.

· Worked on a project “To increase two wheeler renewal percentage’’.

· Worked on “Contactibility project for our existing customer database’’.

· Provide feedback to the call center manager as well as the PBO’s through Mock calls.

· Ensure closure of the cases within prescribed turn around time (TAT)

· Worked as Quality Verifier Personal Accident (PA)

· Interaction with the team to share process related updates.

Achievements

· Interfaced with the product managers and defined standard operating procedures to be followed by the customer support team

· Was an active member and successfully designed the Self Help module on the website

· Played a key role in designing process for call centre and email support team

· Received comprehensive training on different insurance products such as Health, Home, Motor, Insurance against loan, Travel, Personal Accident etc.

Ask- Anirudh School of Knowledge, Mumbai





Jan 05 – Dec 05
ASK caters to different education needs of students and professionals. It inspires, educates and trains students / professionals and creates environment for them to succeed in their future.
Branch Head
· Conducting induction training to the new joinees to appraise them on working pattern and organization's policy

· Identifying training needs of faculties and conducting workshops on 'Train the trainer'

· Successfully made processes for Branch Operation, Progress Tracking, Product Design, Admission Procedure, Lead Generation.

· Infrastructure Management & Record maintenance for Accounts Inward & Outward.
Shoppers Stop, Mumbai





                    
May 04 – Nov 04
Shoppers Stop is an Indian department store chain promoted by the K Raheja Corp Group. Shoppers Stop Ltd has been awarded "the Hall of Fame" and won "the Emerging Market Retailer of the Year Award", by World Retail Congress at Barcelona, on April 10, 2008.

Sales Executive 

· Leading the team and completion of sales targets.

· Maintaining records and accountability of the merchandise.

· Replenishing and ordering of new merchandise.

·  Maintaining customer relation and solving customer queries.

·  Troubleshooting.
PROFESSIONAL COURSE

· Diploma in Travel and Tourism from India International Trade Centre (IITC) in October 2010.                      
 
EDUCATION

· Graduated from Manav Bharti University in 2012.

· Completed Higher Education from Maharashtra State Board in 2004.
IT SKILLS

· Expert use of Microsoft Excel, Word and Power Point.

· Excellent typing speed.

· Good knowledge of Internet explorer and Google chrome. 
PERSONAL DETAILS

Date of Birth
: 14th August 1985
Languages
: English, Hindi, Marathi

Visa Status
: Article 18

