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Career Objective

To work with a reputed organization in which I can contribute my technical skills and intelligence in the field of Customer service coordinator to enhance my own career as well as achieving organizational objectives with attributes of time, quality and discipline.

Education Qualifications 
· MBA from Aurora P.G. College, Hyderabad, 2013.
· B.com(Gen), Osmania University, Hyderabad, 2011.
· Intermediate from Guntur Vikas Jr College, Hyderabad, 2008.
· SSC from John Milton High School, Hyderabad, 2006.
Vesat Management Consultants
 January 2012 – October 2014: Customer Service Coordinator
Responsibilities:
· Handling customer's inquiries and resolved customer's complain.
· Processing mail orders and deliveries.
· Deal directly with customers either by telephone, electronically or face to face.
· Provide pricing and delivery information.
· Maintaining strong lines of communication with both internal departments and external clients.
· Maintain customer databases.

· Determine charges for services requested, collect deposits or payments, and or arrange for billing.
· Build and maintain good business relationship with clients.
· Handle incoming calls from a national customer base.
· Responsible for maintaining a record of all outstanding purchase orders with external vendors.

· Arranges transportation and forwarding services for all orders to ensure material is delivered as per schedule.

· Answering phones and taking messages.
· Reviews freight rates, air, courier, and land.
· Provide detailed information on services and products to customers and clients.
· Negotiate transportation rates or services.
· To communicate and follow-up with Overseas Buyers / Sellers as well as to keep a track in between Client and Vendors.
· Prepare outgoing courier package and track incoming shipments.

· To co-ordinate with shipping agents.
· Negotiating with overseas suppliers over the price.
· Coordinating with sales departments.
· Playing a role in handling commercial communication, administration, office management, Public relations, personnel management and training requirements in the organization.
· Preparing all required license renewal accreditation, contract revision/amendments and other confidentiality agreements and letters of introduction.
Technical Skills :
· Accounting packages : Tally, Advance  Accounting, VAT & Taxation.

· Typing

             : Higher and Lower.
· Microsoft Packages   : Ms office (Ms Word, Ms Excel, Ms Power point & Ms outlook).
· Operating Systems     : Installation and Troubleshooting of Windows XP & Win 7.   
Extra-curricular activities :
· Won prize in the painting competition held in Bharat Dynamics Limited.
· Participated in various technical and functional seminars in school and college.
Hobbies : Painting, Internet-Browsing, Social networking, Playing Cricket & Shuttle.

Skills : 
· Positive attitude
· Good Communication and interpersonal skills
· Good leadership quality.
· Problem solving. 

Personal Information 
Religion 

: 
Islam 
Marital status

:
Single
Date of Birth

:
23 May 1989
Languages known
: 
English, Hindi & Telugu.
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