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	· Helping to develop a customer service policy for the  organization & managing a team of customer services executives
· Ability to handle a team or a centre independently.
· Effective team Leader & team member

· Leadership skills & team management.
· Ability to coach, train & motivate team Members.
· Handling face-to-face enquiries from customers.
· Excellent communication skills.
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	· Customer Care with an exceptional ability to convince and convert in to new business. 

· Experience in telemarketing.
· Hardworking and honest.

· Quick learner & eagerness to learn new systems & procedure
· Timeline Oriented

· High computer literacy

· Excellent inter personal skills
· Easy adoptable & flexible
· Problem resolving skills


	


	· Leading a team as Customer Relationship Manager - Brilliance tutorial/Career Launcher, Dubai & Sharjah operations, managing a team of tele-callers, customer care executives, marketing Executives & business development executives.
· Promoted as Asst. Manager- Administration & Customer Relations from Senior Executive Administrations in T.I.M.E Pvt Ltd.( Triumphant Institute of Management Education- India’s leading international higher education & Career guidance Institute having operations in 103 cities )  
· Promoted to Team Leader of Centre Operations from. Executive Customer Care at T.I.M.E Pvt Ltd, to lead a team of 20 staff.
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	Customer /Parent Relationship Manager - Brilliance tutorial/Career Launcher, Sharjah, UAE
	Oct. 2012- Till date

	Asst. Manager- Administration & Customer Relations - T.I.M.E Cochin, India
	Feb 2010 – Sept 2012

	Executive-  Customer Care -T.I.M.E Cochin, India
	May 2006 - Feb 2010

	P.R.O cum Admin. Assistant - Arihant Enterprise, Mumbai, India
	Feb 2005 – Feb 2006

	Customer Care Executive & Admin. Assistant. Prashanth Project Limited, Mumbai, India
	Mar 2004 – Nov 2004

	Front Office Executive cum Office Administrator –N.I.I.T- Kottayam, India
	Nov 2002-  Jan 2004



	Front Office Executive - S.S.I- Kottayam, India
	Apr. 2002- Nov 2002
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	· Parent Relationship Management   
· Customer Care Management
· Public Relationship Management 
· Administration Management 
· Office Management
· Ability to lead a team with excellent customer’s problems resolving skills. Refined planning and organizational skills that balance work, team support and ad-hoc responsibilities in a timely and professional manner. 

· Currently leading a team of tele-marketing, business development, customer care & front desk executives
· Training staff to deliver a high standard of customer service;
· Solving customers' problems escalated by customer care executives which may be complex or long-standing problems.
· Deals with internal and external customers at all levels via telephone and email, to ensure successful communication via actively listening and probing questions.

· Resolves in-depth queries in a methodical manner independently.
· Enjoys sharing knowledge and encouraging development of others to achieve specific team goals.

· Communicating courteously with customers by telephone, email, letter and face to face
· Keeping accurate records of discussions or correspondence with customers;

· Analyzing statistics or other data to determine the level of customer service your organization is providing;

· Producing written information for customers, often involving use of computer packages/software;

· Meeting with other managers to discuss possible improvements to customer service or implementing new policies
· being involved in staff recruitment and appraisals;

· keep up to date with changes in policies; 
· Collection of data base from various resources and its proper utilization through telemarketing.
Training:-
· Takes care of complete Employee orientation programs. Provide training on handling various technical and   academicals.
Induction :-
· Orientation & induction classes given for the new joiners 

Leave Management System:-

· Tracking of the Attendance    & processing and formulating salary and leave administration and all celebrations.
Administration & Office Management:-

· Coordinate supply needs of an organization.

· Maintain office equipment, physical space and telecommunications systems for a building.

· Liaison between company employees and outside contractors/service providers called in to fix problems.

· Communicate daily with supply vendors and update company executives

· able to stay organized while multi-tasking and work well in a fast-paced environment
· involved in planning for future building space and supply needs of an organization
· Maintain movement registers, communication registers, manage EPABX systems, Fax, email
· In charge of complete Offices, equipment, vehicles, Asset Register & Auditing, tenders & Negotiations with Vendors on facilities
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	Career Launcher- Brilliance tutorials- Sharjah [ 2012-2013]
Career Launcher is one of the largest & leading educations corporate in India, with its head office in New Delhi, and operates in over 90 locations across India. In 2001, CL opened its Dubai head quarters.
Career Launcher has been offering support to students across the world who are preparing for competitive exams after class XII, such as IIT-JEE, BBA, NLS etc., and also after graduation to get into IIMs, MCA etc.


	T.I.M.E Pvt LTD- Cochin, Kerala, India [ 2006-2012 ]

India’s leading & biggest Educational Institution with hands spread on international education consultancy along with entrance education for Engineering / Medical / IIT / MCA / MBA/ MAT/GRE/TOEFL/IELTS/GATE/ Degree Courses / Kinder Garden. The company has a strong presence of more than 206 branches in 103 cities across India. Head office in Cochin, Kerala, India having a staff strength of 198.
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	· B.A Sociology from Mahatma Gandhi University Kerala  
· Computer Web Applications- N.I.I.T, Kottyam, Kerala
· M.S Office (Word, Excel & Power Point)
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	· Computer Applications with excellent keyboard skills 65 w.p.m
· Well versed in MS Office (Word, Excel & Power Point), e-mail applications and internet research)
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	· Leadership Skills [T.I.M.E ]

· One-on -One/Feedback Skills/Coaching [T.I.M.E ] 

· Time Management [T.I.M.E ]
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	Will provide up on request 


	


Professional Summary ��








A Graduate in Sociology with 10 years of relevant experience in the areas of Customer Care, Public Relations, Administration & office management in various reputed organizations.  A professional with leadership skills, team management skills & problems resolving skills in the field of customer service & Public relations.





Professional Strengths  ��





Achievements  ��





Career Snapshot  ��








Areas of Expertise  ��








Company Portfolio  ��








Educational Qualification ��





I.T. Skills  ��








Training undergone  ��








Reference  ��c
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