RESUME
SHAMSHUDDIN RAEEN
Nice park, A1 307, 3rd floor, 
Shilphata, Mumbra, Thane - 400612
Mobile: 9870696205/9819689427
Email
: khan_54321@rediffmail.com

OBJECTIVE :

To obtain a Healthy work environment where I can effectively utilize/maximise my skills and grow in the organisation with my experience from a leading organisation.

PERSONAL DETAILS:

· Father’s Name

: Abdul Aziz.

· Date of Birth

: 14th September 1985.

· Gender


: Male.

· Martial Status

: Married.

· Languages Known
: English, Hindi, Marathi, Urdu , Arabic
· Hobbies

: Cricket, Carom, Table-tennis.

EDUCATIONAL QUALIFICATION:

· B.Com

: Passed in March 2007 from Mumbai university with 2nd class.

· H.S.C.

: Passed in March 2003 from Maharashtra State Board with 1st class.

· S.S.C.

: Passed in March 2001 from Maharashtra State Board with 1st class.

ACHIEVEMENTS :

· Reduced the unapplied cash item to 13 from 35 in Dec 2009 year end
· Received 5 positive feedbacks from Onshore clients during 2014 Dec year end for excellent performance
· Brought half FT IIS process from Onshore in 2010 by getting trained over the phone
· Received Shining Star Award for the quarter Jan-Mar 2012 , Star Award of Excellence for the year 2012 , Star Award of Excellence for the year 2018 and few league of champion awards
· Process improvement done in Refunds process by removing two unwanted steps which saved on an average 2 to 3 mins per transaction
· Posted few brainwaves for process improvements & submitted Kaizen on return premium collection project in refunds with saving of over 22 hours in a month
· Received Retention bonus of RS.70000 for year 2011-12 / 2013-14 and Rs.81000 for year 2015-16 / 2018-19
WORK EXPERIENCE:

· WNS Global Services Pvt. Ltd.

2nd Feb 2009 to 15th Nov 2021
Designation : Lead Associate – OPS
Worked for 13 years for the world no.1 Insurance broker named Marsh & McLennan in the AR dept. of Marsh Canada. Worked as a Subject Matter Expert role for Cash application, AR maintenance, Refunds & Claims along with Fee billing approving role
Fee billing Approver
· Reviewing the documents & the billing before approving the commission invoice for Marsh
· Sending the invoice to the client for payment
· Handling a team of 6 people and resolving their queries
· Handling brokerage fee billing, consulting fee billing, engineering fee billing, inspection fee billing, premium billing, administration billing, agency billing
· Handling inter-company fee billing wherein billing is done to various marsh offices located in different countries for the services being provided to the client

· Reviewing the reversal and rebill billing in case of incorrect or discrepancy in original billing
· Reviewing and ensuring the client service agreement, scope of work, written confirmation from the client is place to avoid any type of dispute in billing from the client in future
· Ensuring tax has been correctly calculated and charged for different types of billing as per the process 

· Validating the entries done by processor to pay credit fee billing
· Following up with the Client executive via emails for the billing correction & the documentation.
· Taking a weekly call with Onshore SME to resolve the aged and queried items
· Reporting the unapproved fees on a monthly basis to the onshore and offshore managers
Refunds & Claims Approver 
· Reviewing the Refund/Claims documentation

· Validation of the entries done by the processors for refund of overpayment / Duplicate payment / Payment in incorrect currency / excess payment due to conversion of currencies / claims entries
· Coordinating with ap team for the payment of refund and claims item

· Preparation of cheque tracking report for all the payment to be issued by regular mail or overnight courier

· Following up with the Client executive via emails for the correction & the documentation.
· Reviewing the request of the team and ensuring the requests are handled within TAT

· Training new joinees and mentoring the team as and when required
· Handling various system generated reporting and also helping in month end activities to have a smooth close
· Reporting the outstanding refunds/claims on a monthly basis to the Onshore and the Offshore Managers.
· Handling escalated customer enquiries and complaints and doing the Root cause analysis of the complaints received

· Leading a weekly call with the Onshore client to resolve the aged and queried items
· Taking part in a weekly management call 

· Preparing dashboard data for management review
AR Maintenance / Collection
· Regular follow up with client to collect the payment of the premium invoices and maintaining the up to date billing of the client
· Following up with client for invoices over 360 days to avoid becoming bad debt
· Investigating and resolving customer queries
· Following up with insurers for the collection of the return premiums
· Following up with insurers to collect the commission for direct bill invoices
· Handling small difference report to write off the small balance of AR invoice
· Handling zero balance report to figure out the accounts having zero net balance and clearing them
· Handling various other system generated reports to review AR aging
· Following up with various inter marsh companies and sub brokers to collect the brokerage sharing invoices
· Reporting the data to offshore and onshore managers of the clients who fail to pay on time
· Perform the account reconciliation to find out the payment if client has already paid but AR is still open and resolve the payment discrepancies
· Monitoring the customer account details for non-payment, delayed payment and escalating it to the management
Cash application Process
· Handling the cash application of wire & cheque payment of the client and applying it to appropriate premium invoices
· Loading the cheques, wires and credit card payment from the banks website into Oracle R12 system
· Handling the reconciliation of cheques, wires and credit card payment
· Identifying the premium invoices through various research tools to apply it to the unapplied cash items
· Handling the corporate receipts and currency conversion request of the receipts and credit invoices
· Creating manual entries/invoicing of the various receipts and applying them in the system.
· Following up with clients via emails to clear the unapplied funds.
· Taking a weekly call with Onshore SME to resolve the unidentified funds and the aged items
· Reporting the Aged unapplied cash to the Manager on a daily basis.
· Prosales Financials services pvt ltd ( backend dept of Barclays bank)
1st Aug 2007 to 20th Dec 2008

Designation : Back office executive

· Handling a team of 5 data operators

· Handing Mumbai and outstation dispatch of the credit card application 
· Reporting submission of credit card application to sales managers
· Managing the dispatch data of Mumbai and outstation using excel and sending emails to respective Mangers
· Handling the MIS of credit cards.
Declaration : I hereby declare that above furnished information is true & authentic 


          as per my knowledge.

Place
:
 Mumbai

Date
: 

                       


           (Shamshuddin Raeen)

