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Personal Information
▼
Nationality

:
Indian

Date of Birth

:
23rd May 1984
Gender


:
Female
Martial Status

:
Married
Languages known
:
English, Hindi, Malayalam

Carrier Objective

▼
Career excellence in a reputed organization which I plan to achieve through hard work , perseverance and continuous up gradation of my skills.

Education


▼
Bachelors Degree
:
B.A IN ECONOMICS 

:
L.L.B

Skills
▼
 

Operating System
:
Windows XP, Windows 2000,
Desktop Applications
:
MS Word, MS Excel
Work Experience

▼

From  01-04-2015 To 25-01-2017 - SAMSUNG

  Worked as Customer service representative and office secretary in Samsung Authorized Service center, Mavelikara, India
· Effectively managed a high-volume of inbound and outbound customer calls.

· Addressed and resolved customer product complaints empathetically and 
professionally.

· Gathered and verified all required customer information for tracking purposes, create 
& Maintain customer call logs.
· Accurately documented, researched and resolved customer service issues

· Customer complaints are passed to Samsung technicians and coordinate with the 
customers for the convenient time for Technician visits.

· Service logs are maintained for future references. 
· Resolved service, pricing and technical problems for customers by asking clear and 
specific questions & also check whether the product is within warranty or not.

· Acted professionally and patiently when addressing negative customer feedback.

· Met or exceeded service and quality standards every review period.
· Responsible for providing administrative support to the administrative manager and   managing other tasks as assigned by the manager
· Responsible for all company secretarial functions, duties and responsibilities.
· Drafting and Preparation of Agenda, Notices, Minutes Books etc.
· Active role in finalization, Preparation and Maintenance of Statutory Registers, Various forms and other documents as required under Companies Act.

     
From  10-12-2011 To 10-05-2012 - HDFC BANK

  Worked as Sales Executive in HDFC bank, Puthiyakav, Mavelikara

