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                                                          Objective 
Seeking for a responsible position as a Service Executive/Supervisor wherein my customer service skills will make a notable contribution towards the growth of an organization.
Summary

· 7 Years of experience in Customer Service/and Home appliances delivery team management.

· Experience in handling inbound customer enquiries.

Core Competencies

	· Delivery and Installation  Management
· Team leadership and Mentoring
· Client-Relationship Management


	· Team Building

· Operational Efficiency 

· Strategic Planning


Professional Strength
· Possesses Seven years if professional experience in the mentioned field.
· High impact operations coordinator of Electronic Home Appliances.

· Experience in managing a large delivery team and proven track record of on time deliveries of Home Appliances.

· Highly Proficient in handling Customer care services and after sale services such as delivery and installation of Home Appliances.
· Ability to adapt to new processes within limited time frame.
· Self motivator and ability to work in a fast paced work environment.
· Ability to convince and satisfy customer.
· A team player with excellent communication skills.
Experience

1. Service & Logistic Coordinator 
    Y.K.Almoayyed Trading LLC – 2008– present:
Job Responsibilities:

· Liaising with after sales department (Electronics and Office Automation) pertaining to customer enquires/ complaints. 
· Responsible to issue the work orders to the appropriate technical resource.
· Monitoring the status of the reactive order works, identifying and addressing any areas of delay.
· Ensure that the customer is kept informed about the progress of their work requests, as appropriate.
· Closing out of completed orders ensuing all necessary information is entered into the system 

· Liaising with After sale team of all (Carrefour, LULU , Sharaf dg , and all other stores in UAE) about sales and services. 
· Responsible for arranging the delivery and service on time to the customer.
· Submission of invoices to Account department after the delivery.
· Updating the issues if any, to sale & after sale team via mail, phone , and fax. 
· Interface with customers and sales representatives to handle both pre-sales and post-sales service functions. 
· Provide outstanding customer service to improve customer satisfaction and relationship. 
· Assist in product purchasing and order fulfillment activities such as taking orders, giving pricing information, determining appropriate shipping methods, routes and rates, etc (for spare parts of Home )
· Handle incoming phone calls related to service and delivery requests, sales promotions, etc. 
· Maintain competent understanding of company’s products, their functions and alternatives. 
· Coordinate, analyze and improve customer service functions to meet company goals. 
· Maintain database of customer sales order and invoicing records. 
· Act as a Sales and Service coordinator thereby supporting the Sales team.
· Responsible for delivering timely accurate quotations and various pro-forma invoices to customers, processing inquires through personal visits, email, phone and fax.
· To assist the Asst. Manager- Service in achieving the budgets for the Appliances Spares dept. and contribute in improving the gross profitability of the dept.

· Supervising and monitoring the performance of the Appliances Spares dept’s staff consisting of Salesman and Parts Assistant

· Preparing cash invoices for parts sold off the counter and also credit invoices for customers, appliance workshops and interdivision sale

· Preparing quotations for workshop customer enquiries
· On receipt of LPO arrange supplies to customers

· Monitor the spare parts inventory and place orders with Suppliers to prevent out of stock situations

· Inventory control of spare parts, perform ABC analysis, follow a perpetual inventory system, replenishment of stocks, identify non moving items and periodically arrange clearance of non-moving inventory with the Managements’ approval

· Processing Purchase Requisitions through ERP

· Ensure adequate stocking of all spares

· Supervising & checking of parts receipt, preparing receipt confirmation and final GRN through ERP system

2. Room Service Supervisor –

    Hotel Watan Residency– 2003-2007:
Job Responsibilities:
· Responsible to provide highest quality products to the guests in a timely and polite manner.
· To be knowledgeable about the hotel services related to pricing, and other services provided by the employer in relation to Room Service.
· Exercise appropriate telephone manners with the guests.
· Act promptly in response to the entire service request.
Academic Qualifications
· Intermediate 
· Diploma in Computer Applications
Personal Details
Birth date                                 :
January 10 1980 

Nationality                               :
Indian 

Gender                                     :
Male

Status                                       :
Single
Religion                                   :
Muslim 

Visa Status                               :
Employment Visa (UAE)

 Driving License                      :    Valid UAE driving license available

Languages Known                   :   Arabic, English and Hindi






