GEETA ARORA BAJAJ
100-C, Pocket-B, Dilshad Garden, Delhi-110095

9821057133


Career Precise

To work with a well established organization where I can get opportunity to make better use of my skills at where I can get a platform to growth.

Career Contour

1. Currently working with Info Edge India Limited (Naukri.com) as Senior Executive Operations, from 7-Aug-2014 to till date.
Process: Naukri.com is a part of Info Edge India Limited & an iconic brand in India. Naukri.com, started in 1997, is today Indias No. 1 job portal. It is an online platform that helps job seeker and employers connect. It has a huge database of more than 42 million registered users and their resumes and more than 2lac job listings.

Naukri.com is the India's leading web site devoted to helping individuals in finding the jobs they are seeking in the public and government sectors in India.

Job Description:- I joined naukri as an Executive. Then Promoted as an Associate Senior Executive Operations. Now Promoted as Senior Executive Operations. Currently working on job posting profile.
· Posting of job vacancies through Job portals. The job listing on the web site includes a description of the position title, job requirements (education, special skills, etc.), duties/responsibilities, salary if given, closing date, name of agency, and any other information pertinent to the position and job applicant.
· Making the MIS on daily basis

· Online Job postings and Offline Postings
· Able to handle the end to end Posting Process.
· Identifying and posting the right jobs to match the Suitable opening for the Clients.
· Utilize and manage maximum sources like job portals and employee referrals for the current and future openings.
· Follow up with the CS team and Internal Team for postings
· Use statistical software to manage and organize information Ensuring the quality in correspondence to the QC team
· Checking quality of the jobs uploaded on the site.
· Interacting with Sales team and provide them required services
· Searching data from different sources i.e. freejobalerts, freshersworld.com, mysarkarinaukri.com etc. and providing the data to posting team.
· I worked on CV Annotation Process. An annotated CV is an extended version of traditional resume. An annotated resume is the career biography on paper like a marked directory. The annotated resume lists thoughts about objectives, goals, skills, education, professional summary, experience etc. Doing data tagging like Candidate Name, Education, Work Experience, Skills etc. with the help of Resume Interface and Annotation Interface.
· I worked on jeevansathi.com Content Screening Process based on specific guidelines. Audit and checking the data before make the profile live at site.
2. Worked with EXL Services as Operations Executive (Backend), From 26-10-2009 to 29-07-2011.
Process: - Insurance Process (ST. Paul Travelers Associates, a US Insurance Company (STA Efax/Email). Exl Services (I) Pvt. Ltd. is a well known BPO in India with more than 10,000 employees across the world.
Job Description: - This is basically an Insurance process wherein we receive the claim request letters via E-Mail/E-Fax. We receive the claim forms/letters from the customer/beneficiary for the damage/injury they have undergone. We receive the claim letters and verify all the details which are filled in the claim form so the processing of the claim should happen on time. If any discrepancy found we contact the requestor to resend the form with accurate and adequate information. 
· Receive claim letters as allotted to us on share drive.

· Review and Verify relevant information i.e. Name, SSN, Date of Injury etc on the claim letter with the data available on claimnet (client’s web Application) and after validating the required information, upload the document in File Cabinet for further processing of the claim.
· Cases where more information is required: Write e-mail to recipient of the e-fax mentioning that the information provided on the claim letter is inadequate or irrelevant for further processing.

The process requires associates to update the information received as Efax/Email in to the claimnet and notify the claim handler and medical case supervisor of the same. Images received through file share in TIF format will be reviewed by the associate. The associate will assess each TIF image and route the work one of two ways. Based on specific instructions they will upload the contents to EFC (Electronic File Cabinet), create diary for claim professionals/medical professionals or send the original email to a generic US email box for further investigation (exception). 
3. Worked with Indiamart Intermesh Limited as E-Commerce Executive From 07-08-2006 to 30-12-2008.
Job Description: - Transaction Processing (Data Entry for Banner Advertisement on Company’s Website, for Listing of Supplier’s/Manufacturer’s Website with their Product Description under the specified Supplier Category, for Developing Product Catalogue for Buyers), Audit & Checking of Data Feeding, Daily MIS Report & Updation.

Scholastic
· Two Year PGDBA from SCDL, Pune in the Year 2008
· Graduation in B.Com (P) from Delhi University in the Year 2005
· Passed XIIth from C.B.S.E in the Year 2001
· Passed Xth from C.B.S.E in the Year 1999 

· One Year Diploma Course in Office Management from New Delhi YMCA.
· One-Year Certificate Course in Stenography-English from I.T.I. Khichripur, Delhi in the Year 2002

· Three Months Certificate Course in Accounts Assistant from Bharatiya Vidya Bhavan in the Year 2003
Personal Details

· Date of Birth                                   03 July 1983

· Father’s Name                                Late Sh. Subhash Chander Arora

· Contact No.                                    (M) 9821057133 

· Email                                                geeta.arora3783@gmail.com  
· Address                                           100-C, Pocket-B, Near Radha Krishan Mandir, 


Dilshad Garden, Delhi-110095
