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PREETI
ADMIN – CUSTOMER SERVICE - SALES COORDINATOR

career objective
· A professional customer services representative and administrative assistant with more than 13 years of small to large business experience, my organizational time management, customer service and technical skills allow me to take many tasks freeing up those I support to focus solely on their important business responsibilities. I have experience in a wide range of staff support duties which include creating policies, organizational procedures, customer relations, report building and in preparing a wide array of administrative documents.
Educational & professional qualifications
· Bachelors of Arts,Delhi University- India
· CRS Training from Amadeus India Ltd, Mumbai-India, 29 SEP 2003 to 3 OCT 2003
· Advanced Diploma in Business Administration, Prin. L.N. Welingkar Institute of Management Development & Research, 
Mumbai-India, July 2012 to July 2013
· Basic Fare Construction Certificate-Air India, Mumbai- India, 1 FEB 2004 to 7 FEB 2004
computer proficiency
· Microsoft Office
· Microsoft Excel
professional skills & strengths
· 8 years of administrative assistant experience
· Outstanding Customer Service Skills
· Efficient Communication Skills (written, verbal, non-verbal).
· Proactive attitude towards challenges and responsibilities
· Ability to adapt in the work environment as an independent performer as well as a Team Player
· Excellent interpersonal skills, office etiquette and phone manners
· Ability to train and lead staff
· Rich experience in time management
· Excellent coordinating skills
· Immense ability to schedule appointments and maintain calendars
· Ability to make administrative/procedural decisions and judgments
· Strong ability to compose and edit already written materials
· Able to give full attention to what other people are saying, taking time to recognize the points being made, asking questions as suitable, and not interrupting at unsuitable times.
· Monitoring/Assessing performance of individuals and organizations to improve or take remedial action
· Rich experience in handling Operations, Service Delivery and Team performance management.
· Experienced in working in fast-paced environments, handling multiple responsibilities.
professional Experience
1. Cupola (CTS), Dubai-UAE Government Project  




August2014 - September2020
Key Responsibilities & Promotions: Training Coordinator with the L&D team.
· Coaching, motivating and developing knowledge skills of representatives for all departments of call center
· Developing and designing training materials and manuals
· Responsible for updating and adding all product information to training materials
· Administering new and ongoing training for all departments in the call center
· Review policies and procedures, suggest modifications to processes and language
· Provide daily support to over 300 specialists and supervisors on systems, policies, and procedures
· Coordinate with IT to troubleshoot and escalate system issues
· Administrative, clerical and general office duties
C- Sat Survey Team Representative 
· Meet and exceed quality and customer satisfaction goals to ensure customer retention and uphold the company brand 
· Build productive relationships with all levels of leadership and support teams 
· Facilitate effective and supportive team relationships 
· Resolve operational and interdepartmental problems quickly 
· Speak with customers to identify unhappy customers 
· Register their complaints, suggestions, requests and grievances and report to the Team Leader for further escalation
· Ensure final resolution is conveyed on time to achieve high level of customer satisfaction
· Give suggestions to Team Leader based on survey response
· Assist QA team in call monitoring, preparing feedback report
· Follow up on customers complaints in coordination with concerned department
· Ensure the confidentiality of the Process and maintain the highest standards of customer service in the most professional manner 
· Provide timely feedback to the management team on customer trends, issues and needs 
· Handling Calls related to Licensing & Registration, Public Transport, Dubai metro, Roads and Parking, Dubai Taxi, etc
2. Global Invest Property Brokerage LLC, Dubai-UAE
Key Responsibilities:
Administrator







            February2013- March 2014
· Maintain contact with customers and agents
· Deal with real estate agents
· Resolve administrative problems by preparing reports and analyzing data
· Maintain supply and inventory of office related merchandize
· Maintain front desk area
· Type documents and correspondence
Sales & Accounts
· Collecting and completing Sales file documents from agents
· Completing the DEWA and Ejari process for clients
· Collecting Commission from agents, fill out acknowledgments, depositing in the bank.
· Issuing, preparing schedule and tally cheque with bank deposit slips, preparing expense report
· Preparing receipts and payment voucher, salaries, complete WPS process on monthly basis
HR
· Posting vacancies online as and when required
· Screening the CV’s received, conducting initial interview and short-listing the candidates for the required post
· Preparing and maintaining staff files from joining to resignation
· Preparing all documents for new employees recruitment and induction
· Training the new employees on CRM, documentation for sales/rental deals, etc. 
· Preparing pay-slips and advance for agents and staff
· Complete the process of applying RERA card for new employees
· Completing the process for cancellation of resigned employees RERA card
Assisting PRO
· Visa for new staff, completing documentation for resigning staff, follow-up complete Immigration process
· Preparing Visa expense report for all employees from joining to resigning
· Apply for labor card and complete process for employees having own VISA
· Complete process for releasing bank guarantee upon employees resignation
· Assisting PRO for Trade License renewal, complete entire process of RERA renewal for the company
CRM &Website
· Automation of CRM and website
· Approve property listings on CRM, uploading photographs, editing description, encoding leads & assigning to concerned agents, encoding deals, updating & managing user accounts, update advertising and ensuring the authenticity of details, coordinating with the support team for updates & new features
Reports & Utilities
· Tally the sales and rental receipts, collect and hand-over receipts to agents
· Tally expense receipts with bills and update the bills, receiving utility bills and ensuring timely payments
Assisting MD/MP
· Coordinating MP meetings & Managing MP/MD calendar
· Assisting MP in concluding the deals, representing them when required
· Handling all letters, paper work and correspondence with clients, scheduling appointments
· Updating and maintaining personal files, bank statement files, company tenancy contract, advertising files.
Personal Data
Nationality:

Indian
Linguistic Abilities:
English (Professional), Hindi (written, oral and spoken) & Punjabi (spoken)
Hobbies:

Communicating with new people, Reading, Travelling
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[image: image2.jpg]



Mr. Anup P Bhatia, HR Marketing & IT Consultant 

www.Gulfjobseeker.com
WhatsApp Mobile: +971504753686

E-mail: freecv@gulfjobseeker.com 
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Subscribe GulfJobSeeker YouTube Channel to Watch Video CVs https://www.youtube.com/c/GulfjobseekerCVDatabase/ 
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