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MAHESH JAGANNATH JADHAV
	Achievement
Personal Profile


	
“Best Performance Awards” in the year 2009

Date of Birth

:
19th September, 1985


Sex 


:
Male


Marital status

:
Married

	Educational Qualification 
	Class

University

Year of Passing

Percentage

T.Y.B.M.S. VITH Sem
Mumbai

2006
56%
· T.Y.B.M.S. VTH   Sem     

Mumbai

2005
62%
H.S.C.

Mumbai

2003
63.67%

S.S.C.

Mumbai

2001
54%



	Experience

Additional 

Knowledge


	· Presently working with Jet Airways as Rostering Coordinator from 4thth May, 2015. 

· Making Roster for Cabin Crew

· Answering Incoming calls from Cabin Crew

· Informing Flight duty to Cabin Crew over phone, sms and mail

· Preparing allowance Report

· Handling Daily Operation 

· Worked with Sodexo as Executive Operation from 9thth March, 2012 to 30th April, 2015. 

· MIS Report

· Preparing the Invoice and Credit Note for Clients

· Uploading the Load on System against meal Card  

· Uploading Fresh database on Oracle System for Issuance of Meal Cards
· Deletion of Resigned Employees Database from Oracle System 

· Coordinating with Regional Office, Production, Dispatched and Helpdesk Dept. 

· Smart Card Production

· Dispatching the Smart Card to Respective Location

· Worked with Adecco Solution Pvt LTD. For UltraTech Cement (Aditya Birla) as Executive Assistance from 28th Dec, 2011 to 8th March, 2012
· Coordinating with Zonal Head Accounts, Logistic, Marketing and HR

· Coordinating with Collecting Performance Numbers from Respecting Cities (West Zone) and Preparing Consolidate MIS Report for West Zone.

· Receiving inward letters on behalf of Zonal Account Head and Maintaining Entries of in the Excel Tracker

· Drafting Cash Memo, Check Memo and Reimbursement Sheet etc. 

· Collecting Checks from other Team Members and Submitting those check to Zonal Head Accounts form Signature.
· Worked with Intelenet Global Services pvt LTD. For Barclay Bank PLC        as a MIS Coordinator in Fraud Management unit. From 19th June, 2007 to 10th October, 2011
· Handling team of Samplers
· Quality checking the Application of cards, business loan, loan against property and liability and document sampled and screened by samplers
· Guiding to the samplers about new fraud trends in the market.
· Maintaining database of application logged at FMU desk
· Coordinating with respective agencies which are located all over India for revert on sampled documents
· Maintain TAT to clear those Applications for further process.
· Updating remark and status of each and every sampled cases                          in Master Tracker
· Tacking decision on Negative and Refer to Credit and Failed cases on the basis of field investigation reports, CPV report and CIBIL, and updated same in the Master Tracker
· On the basis of Master Trackers, generate the MIS reports i.e. on Daily, Weekly and monthly basis and power point presentation
· Generating billing database on behalf of respective agencies.
· Identifying the suspected setup company and arrange Investigation.
· Coordinating with underwriters, Regional Managers and Agencies.
· Handling the instinct software.
· Tacking action on the cases hit as high fraud potential and suspected fraud.
· Provides instinct status of application (cards, business loan, loan against property and liability cases) to the underwriter and other team member.
· Checking the details of new employees, new agency and other source with criminal and negative database in instinct.
· Searching the negative database on internet and other source and same uploading in instinct.
· Worked with Soham BPO for Birla Sun Life Insurance Company                   as a Team Member in Underwriting Department for 1 year
· Coordinating with team member to complete the task
· Gathering the medical report of customer from the doctors and respective dispensaries via courier and email.
· Capturing the data from application form and medical reports in the Excel tracker
· Preparing the bill on behalf of respective doctors and dispensaries.
· Coordinating with doctors and dispensaries staff over phone to maintain the process more efficient.
· Worked with Space Galaxy Cyber Café as a Computer Operator for 2 years
Taking care of customer queries Guiding to customer to serve on the internet and operating computer Maintain the record in register about surfing of each and every customer, and collecting charge for surfing.
· Microsoft Word, Excel, Power Point (2003, 2007 and 2010) etc.

· Window 98, Window xp Professional, Windows 2000
· Photoshop
· Avient

· Typing Speed 50 w.p.m.

	Languages
	
Marathi, English & Hindi

	Hobbies
	
Playing Volley Ball, Foot Ball and Trekking

	Interests & Activities
Date  : 
Place : Mumbai
	Volly Ball and Trekking







Mahesh J. Jadhav
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