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Personal Details 





Date of Birth: 17th June, 1982





Marital Status: Married





Expertise & Strength





Customer service





Customer Relations





Client Interactive Reporting





Trainings undergone





Effective Business Communication





Customer service training.





Leadership skills





Time management skills.





FMEA Training





Academic Qualifications:





Year 2004: B.Com (Hons) from St Joseph’s College, (University of North Bengal) Darjeeling, India





Year 2001: 12th (I.S.C) from Yangchenphug High School, Bhutan


 


Year 1999: 10th (I.C.S.C) from Motithang High School, Bhutan




















    


           


        








EXPERIENCE 





8 years plus 





Manager-Karjung Motors (Samden Group of Companies) Thimphu, Bhutan: 14th June, 2011 – 4th May, 2013





Samden Group, one of the fastest growing private companies in Bhutan, opened its 7th unit Karjung Motors Land Rover Dealership in June 2011 for Bhutan market. 





My functions as Manager:


Spearhead the dealership’s start-up paper works, related projects


Develop a conscientious list of contacts with Guava Land Rover UK and our clients in Bhutan


Initialize and coordinate showroom’s space, designs and layouts; hand-picking a specialized support team 


Administer Corporate Identity and ready stock orders


Facilitate smooth  transition to the operations phase


Attended Guava Land Rover Dealer Conference in May 2012 in Pattaya, Thailand


Develop my own team of professionals under sales, service and spare parts


 Encourage and strengthen interpersonal skills of my team members with prospective customers and the principle company in UK and Thailand


Ensure efficient working of team members towards customer oriented and result oriented performance


Provide timely feedback to the management regarding performance 


Conduct  sales and met potential customers


Provide assistance in streamlining management loopholes for other units of Samden Group whenever it is required


Prepare monthly vehicles reports for senior management’s review and planning and PPTs


Suggest ideas and implemented action plans for new business ventures in Bhutan


Provide administration support to my team like training them on data entry, handling clients’ calls and queries and  monitor office security procedures















































   





  





    








                   								            


          									

















Achievements & Awards


Experienced 98% customer-experience success rate when addressing customer complaints 





Awarded WOW Call Certificates numerous times, which is reviewed on a monthly basis as an appreciation directly from the customer





Awarded the Best Band in the Annual Rock Concert 2003, in St Joseph’s College, Darjeeling





Voluntary Work & Accomplishments





Ability Bhutan Society’s member and supporter





Helped raise funds for NGO Bhutan Animal Rescue & Care (BARC) 





Interests and Hobbies:





Music





Movies





Socializing


















































Business Analyst -UnitedLex BPO Pvt. Ltd., New Delhi, India: (19th May 2008 - 3rd December, 2010)





UnitedLex, one of the first LPO (Legal Process Outsourcing) services providers, with its core project Contracts Management and portfolio starting from drafting contracts, providing paralegal assistance, to maintaining the Insurance certificate compliance of their clients and providing Help Desk support.





My functions as Business Analyst (Contracts Management):


Maintain Insurance Certificates of our client’s (Marathon Oil Company and its affiliates) vendors. 


Call/email vendors to bring their Insurance Certificate into compliance as per the signed contract between our client and them


Analyze Insurance requirements (by reading and analyzing the Master Service Contract and using Software’s like SAP and CITRIX SERVER), to update certificates, followed by system database updation


As a shared resource, provide support to legal teams in the Contracts Management, in capturing specific data from the Master Service Contract (of an important client),thereby helping them to update the captured information on the client’s database). Further, help in providing Helpdesk support for that client’s customers


Take important client calls, sent MRMs and monthly dashboards to the client and provided trainings


Support other teams in the company by recording their processes’ call opening and closing voice-overs 











Sr. Customer Service Representative - InfoVision Group Pvt. Ltd., New Delhi, India (13thApril 2005 - 15th May 2008)





InfoVision Group Pvt. Ltd. (now-Serco) was established in India as the first CRM Company in 1994. It also has an International BPO division with expertise in different domains like Utilities, ISP Retention and Technical Support Services, Customer Service, Software Services etc.





My functions as Sr. Customer Service Representative (Talk Talk UK Directory Enquiries):


Handle Inbound Calls made by the customers in the UK, to cater to their need for Directory Listed Phone Numbers and additional queries


Mentor and assist the new team members during their OJT process


Work with special team in identifying specific training needs, coaching method and coordinate internally and externally to improvise the quality of the process


Assist selective teams to identify and suggest any process level updates for the development of the process








I hereby declare that the information given above is true to the best of my knowledge.


                                                       





                                                            









































   





  





















