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Mobile: 971505905010 / 971504753686
CAREER OVERVIEW:
A customer service officer with 5 year experience in the financial industry, I have worked as a Call Centre Agent, Receptionist Cum Telephone Operator (marketing), retails and sales targets. I have a proven track record to obtain a position where I can better assist a customer with a knowledgeable helping hand accompanied by a warm and friendly smile. 
EDUCATION & TRAINING:

	Jan 2006 – May 2008
	Bachelors In Commerce  (B.Com)

S.M Arts and Commerce College-Karachi University


	
	


	Aug 2004 – Oct 2005
	Intermediate-HSC-(Commerce )

S.M Arts & Commerce College


	 Mar 2001- May 2003
	High School Certificate

Seventh Day Adventist high School


CAREER HISTORY: 
	Start-2009-Jan 2014
	Paksitan  



Key responsibilities

· Operate our phone system, communicate over the phone with our customers
· Proactively escalate and communicate call centre technology issues to appropriate personnel(Supervisor)

· Adequately respond to their comments, requests and problems.

· Proactively escalate and communicate customer issues to appropriate departments(Quality assurance dept. and supervisor)

· Contribute to constant improvement by sharing and implementing ideas with supervisors and other management staff and peers.

· Recognize your own strengths and developmental needs and take action to leverage developmental opportunities.
	June 2006 – Sept 2009
	Receptionist Cum Telephone Phone Operator 

Bridge Stone Tyre Co. Pakistan 




As a Receptionist my main responsibilities included:

· Responsible for incoming and outgoing dispatch mail.

· Maintaining record of telephone numbers.

· Receiving and transferring call. 

· Take ownership of issues to ensure a high level of customer service

· Strong understanding and knowledge of financial statements

	· Maire Adelaide Leprosy Centre 

1stJune 2005 – 1stJune 2006

      As a “Public Relation Officer (apprenticeship)”

      


Operating Systems:

Microsoft Windows 98 / 2000 / XP / (Word/Excel)

Personal Attributes

Communication Skills: Excellent verbal and written communication and presentation skills by working closely with the team to develop strong people skills while interacting with people of different backgrounds.
Teamwork: Collaborating competently with team members, having exceptional understanding in teamwork through ensuring a mutual atmosphere, with the capability to construct and prolong cohesive working relationships with team members.
Time Management: Experience in working under tight deadlines to meet intraday targets, and a strong proficiency to manage multiple tasks within various projects with excellent time management skills. 

KEY STRENGTHS:

High level computer skills including Excel, Word and PowerPoint 

Five years experience in customer service both face to face and phone based

Makes links with other relevant issues and information 

Takes responsibility for own decisions 

Determined and flexible in difficult situations 

Worked under pressure and cope with a demanding workload 

HOBBIES & INTERESTS 

• Reading and Browsing

• listening Music and chatting 

• Cooking

• Travelling 

REFEREES: 

Referees will be provided upon request  
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