GSUPRAJA 
Quality Engineering & Assurance Phone : +91- 9392880744 
Email : supraja.g13@gmail.com 
Dynamic Process Executive with a proven track record at Hinduja Global Solutions (HGS), excelling in security understanding and cross-functional team leadership. Spearheaded macro-level business enhancements, significantly boosting process efficiency. Expert in compliance management and claims processing, adept at leveraging MS Office tools to achieve and surpass productivity and quality goals. 
—------------------------------------------------------------------------------------------------------------------------------------------------------------------ 
PROFESSIONAL SUMMARY: 
Process Executive 
Hinduja Global Solutions 
October 2021-July 2023 
· Spearheaded organizational development efforts, incorporating macro-level business process enhancements. 
· Answered telephone or online requests and completed interactions quickly to meet productivity goals. 
· Collaborated with peers to measure ongoing process performance, enacting changes based on data 
· Prepared accurate documents for customer and business needs Investigated basic issues and escalated more complicated concems. 
· Research and document claims Gather information, review documentation, and update claims 
files 
· Determine liability and coverage Analyze the policy and relevant facts to determine if the loss is covered 
· Provide customer service Act as a liaison between the insured party and the insurer, and resolve questions or issues 
· Adjudicate medical claims in accordance with policy terms and conditions to meet personal and team productivity and quality goals 
Roles and Responsibilities 
· Claims Processing: Review and process insurance claims, ensuring all necessary documentation is complete and accurate. 
· Investigation: Investigate claims by gathering information from policyholders, witnesses, and relevant documents to assess the validity of claims. 
· Customer Service: Serve as a point of contact for policyholders, addressing inquiries, providing updates, and resolving issues related to their claims. 
· Data Entry and Documentation: Maintain accurate records of claims and ensure all information is entered into the claims management system. 
· Compliance: Ensure that all claims processing complies with industry regulations and company policies. 
· Continuous Improvement: Participate in process improvement initiatives to enhance the efficiency and effectiveness of claims processing. 
· Analysis 	and Reporting: Analyze claims data to identify trends and prepare reports for management. 
· Collaboration: Work with underwriters, adjusters, and other departments to ensure claims are processed efficiently. 
· Negotiation: Negotiate settlements with policyholders and third parties when necessary 
TECHNICAL SKILLS: 
· Security understanding 
· Escalation procedures 
· Audit Compliance 
· Claims Processing 
· Compliance Management 
· Cross-functional team leadership 
· Data review 
· Transcriptionist with experience of 1 years 
· Ms office tools 
                                                                                                                                                                                                                                                    

EDUCATIONAL QUALIFICATION: 
	Standard 
	University/School 
	Year 
	Percentage/CGPA 

	Msc Food Tech 
	Sri Venkateswara University 
	2021 
	70 

	BSc 
	Sri Venkateswara University 
	2019 
	86 

	12th 
	Sri Chaitanya college 
	2015 
	93 

	10th 
	Camford English Medium 
	2013 
	97 


SOFT SKILLS: 
· Highly motivated towards working in a group, can work effectively in a team as well as independently. 
· Quick learner & adaptive to new and challenging technological environments. 
