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PERSONAL PROFILE
      I am a warm cheerful vibrant honest hardworking, easy to talk to empathetic lady, a dedicated self motivated result oriented professional, able to work well both individually and as a team, with over 3 years working experience in a Sales / Customer care and service, dominated field where I have not only had the chance to interact with clients from different parts of the world but also the opportunity to better my communication and interpersonal skills. 
CAREER OBJECTIVES 
I am currently looking for a suitable position in your distinguished Establishment where I can explore and further my great interest in people and my expertise in Sale / customer service while actively participating in the growth of your team and positively contributing to the achievement of your goals interests and objectives. 
WORK EXPERIENCE
January 2012 to Date: working as a Customer Service and sales associate in 
Mel-com Shopping Centre Accra-Ghana 
Main Duties:

· Warmly receiving greeting and welcoming customers into the boutique

· Attending to the clients and assisting them with their requests
· Maintaining good relationship with the Customers
· Proposing an ideal item to the customer based on the customer's needs and preferences

· Closing the sale and other till operations

· Dealing with incoming calls and correspondence

· Dealing with and handling customer issues and complaints if any
· Recording updating and maintaining a comprehensive customer data base

· Maintaining a comprehensive file system

· Maintaining efficient communication with the head office

October 2009 to December 2011- Dancan Boutique (Sunyani Central Mall - Ghana)

as a Customer Service Agent and Sales Associate.
Main Duties:

· Receiving, greeting and welcoming customers into the store

· Attending to and assisting shoppers with their purchases

· Listening to customers requests and/ or complaints and acting accordingly

· Receiving new stock, Stock taking and stock inventory

· Arranging, displaying and merchandising of sales items

· Cashiering, till operations and front desk management

· Liaising with other sister shops to ensure customer satisfaction and for optimum sales

· Reporting to the main office about the shop’s progress on a weekly basis

February 2007 to September 2008 – Prince Charles Pharmacy Shop in Kumasi as Sales Assistant
Main Duties:  
· Receiving, greeting and welcoming customers

· Attending to and assisting Customers with their purchases

· Providing excellent Customer service to the Customers
· Arranging, merchandising and displaying of sales items
· Taking stock and prepare monthly returns 
EDUCATIONAL BACKGROUND 

Institute:      Sunyani Polytechnic  
Period:          2010 to 2012
Subject:        Business Communication, Economics, LOC and Office Practice and Administration  
Certificate:  Diploma In Business Studies (DBS) Accounting Option   
Institute:      National Vocational and Training Institute  
Period:          May/June 2010
Subject:        Typewriting (40WPM), English and Office Procedures 
Certificate:  Secretarial Certificate
PERSONAL DATA

DATE OF BIRTH:          9TH SEPTEMBER 1988
NATIONALITY:             GHANAIAN

PERSONAL DETAIL

· Very good in English (both speaking and writing)

· Excellent communication and Customer skills
· Able to work at all time both day and night
· Able to work with team or alone
· Hard working and self motivated 
· Very good personality

· Kind and very sociable Etc
DECLARATION: 
I hereby declare that the information given above is true to the best of my knowledge.
Note: References and Certificate to be provided upon request
