CURRICULUM VITAE

YASMIN 
YASMIN.149699@2freemail.com 

CAREER OBJECTIVE:
Seeking a position as Administration Assistant / Customer Service with a reputed organization where my past experience shall have valuable application.
STRENGTHS:
· Have over all experience of 5+ years in office administration & customer service in India.

· Hold a Bachelor Degree in Commerce from mumbai University, India

· Have excellent working skills in MS Office Applications. 
· Excellent communication skills in English.
· Possess excellent administration & customer service skills.

· Young, energetic and enthusiastic with refined manners.

· Can work under pressure and meet deadlines.

· Self-motivated and ambitious with strong desire to succeed.

CAREER HISTORY

Company       
:    Hathway Cable & Data Com Ltd.

Duration        
:    April 2012   to June 2015

Designation
:    Admin cum Customer Service Executive

JOB PROFILE (Administration / Customer Service)
· Provide administrative support to the office.

· Store and retrieve data on computer.

· Receive and process incoming & outgoing mails.

· Review and answer correspondence on behalf of the company.

· Screen telephone and personal callers & make and record appointments.

· File correspondence and other records.
· Supply correct information to customers. 

· Interact with customers / clients to provide information in response to inquiries about the services and to handle and resolve complaints.

· Maintain cordial relationship with existing customers via meetings, telephone calls & e-mails.

· Responsible in ensuring company’s customer / clients receive an adequate level of service or help with their questions and concerns.

· Communicate with customer through a Varity of means-by telephone; by email, fax, or regular mail correspondence; or in person. 

· Maintain client relation & ensure customer satisfaction.

· Involve in pre / post sales follow ups.

· Processed back office operations using MS Office.

· Involved in collecting payments from customers.

· Prepare reports of business transactions & keep the account information updated.

· Keeping a record of all outgoing courier, Invoices.

· Coordinate in purchasing office supplies.

· Maintaining data in Excel Sheet.

· Writing Mails to Clients.

· Handling customer Queries related to Processing of Payments / Transactions,

Inter bank related transactions.

EDUCATIONAL QUALIFICATION

· Bachelor of Commerce (B.Com), Mumbai University, India 

TECHNICAL SKILLS
· Well experienced in MS Office applications.
· Internet applications & E-mail

PERSONAL DETAILS

· Date of Birth  

: 09th Feb 1991

· Gender

: Female

· Marital status

: Married

· Nationality

: Indian

· Languages Known     : English, Urdu, Hindi, and Marathi.

· Visa Status

: Visit Visa
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