	CURRICULUM VITAE


Nawaz
Nawaz.138706@2freemail.com  


Applying for: SECRETARY
	Career Objective


Willing to work in a dynamic, challenging and growth oriented Company that allows me to utilize my knowledge and experience to contribute for the growth of the organization.
	Academic Qualifications:


· DME: Diploma in Mechanical Engineering (3 years)
             College: Vemuganti Manohar Rao, Rampur.

· SSC: Secondary School Leaving Certificate from Ideal High School, Warangal.
	Technical Skills


· Diploma in Hardware and Basics of Networking.

· Diploma in Ms-Office and Internet Explorer

· Operating System: Windows98, Xp, Vista & Windows7.
	Job Experience in India :


· Worked as Customer Care Executive (CCE) in TATA BUSINESS SUPPORT SERVICES LTD (Virgin Mobile India Process) for the period of 1 Year. Company  
Job Responsibilities:

· Deliver decent customer service and build customer satisfaction and loyalty.
· Taking Inbound and Outbound Calls
· Provide effective and timely resolution of a range of customer inquiries.
· Strive for one-call resolution of customer issues.
· Strike a positive and cooperative tone with both customers and co-workers.
· Respond to customer inquiries and requests and resolved issues efficiently and professionally.
· Exercised strong interpersonal communication skills with customers and department personal.
· Giving Information Regarding the Products to a Customer & Mobiles.
· Giving Training to a New Team and Preparing Them for Floor.
· Auditing Calls of Team and Then Preparing File on Weekly Basis and Submitting Weekly Data to a Team Leader.
· Taking Orders from Outbound Calls and Handling to Sales Team.
Increase the customer experience by providing information on new products, rate of recharge cards and valid new plans, and services through up selling opportunities
2 Worked as SECRETARY in SITEL INDIA PVT.LTD for the period of 1 Year. Company 
Job Responsibilities:
· General Correspondence. 

· Maintaining files. 

· Receiving & sending E-mails.  

· Fixing the appointments. 

· Preparing the minutes of the meeting.

· Handling incoming & outgoing calls .
· Interaction with vendors & clients.
· Bookings (ticket & hotel).
	Job Experience in SAUDI ARABIA(Riyadh) :


        3   Worked as CUSTOMER SERVICE AGENT in 2Share Emerging                 

             Technoloy From Past 7 Month

Job Responsibilities:

· Strive for one-call resolution of customer issues.
· Taking Inbound Calls . 

· Receiving & sending E-mails.  

· Strike a positive and cooperative tone with both customers and co-workers. 
· Training About Customer Service Satisfaction.

· Training About Leadership Qualities.
· Being Postive and Keeping Power of Smile On Calls.

· Keeping Daily Reports and Maintaining Files On Them .

· Deliver decent customer service and build customer satisfaction and loyalty.

· Respond to customer inquiries and requests and resolved issues efficiently and professionally.

· Have Meeting With Teamleaders And Manager For Any Other General Quieries With Team.
	Core  Competencies  :


· Willingness to learn and punctual at work
· Ready to face challenges. 

· Sincere, dynamic and hard-working. 

· Typing Speed: 35 word per minute
· Good command and fluency in English.
· Customer oriented and problem solving skills
· Excellent and effective communications skills, both orally and in writing.

· Able to operate in a performance driven organizations.
	Personal Details:


Date of Birth


:         13-10-1987
Nationality                          :         Indian

Marital Status                     :         Single
Languages Known

:
English, Urdu, Hindi & Telugu
Iqama Status                      :         Transferrable 
DECLARATION: 
I hereby declare that all the information furnished above is true and correct to the best of my knowledge.      
