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Darryl 
Darryl.231076@2freemail.com  
Career Objective

· Seeking a career positioning in a fast-paced, challenging & hardworking environment where I can polish my abilities, and learn to be beneficial to the growth of my employer and me.

Professional Experience: 

Company
:
First Source Mumbai, India. 

Designation
:
Sr. Customer Service Associate (H1)

Duration
:
10th January, 2011 to 30th January, 2013 

Summary
:
My job was in the following departments:- Managing inventory, Sales, , Customer Service, Administrative Duties. I handled the Sky UK process.
My Job Responsibilities:

· Built customer’s interest in the services and products offered by the company.
· Persuade customers to buy a product.

· Be informed of the products’ specifications and information.

· Identifying customer needs and directing them to an appropriate product.
· Answered inbound calls as well as assisted customers with specific inquiries.
· Updated the existing databases with changes and the status of each customer/prospective customer.
· Arranged for the dispatch of products, information packages, brochures etc. to clients and other interested parties.
· Followed up the calls of the client with clerical duties which includes faxing, emailing and filling up in-house customer information forms.

· Adheres to strict batch processing schedule to meet deadlines.
· Maintain the log books of the activities along with completed work.
· Work in close coordination with other departments to keep abreast with work related assignments and follow-ups.

· Work on Microsoft Word, Excel, Specialized software, and the Internet.

· To communicate effectively in person, in writing and over the telephone with internal and external customers.

Company: Life Insurance Cooperation of India (LIC)

Designation: As Sales Co-ordinator

Duration: From February 2nd, 2013 to March 28th, 2015 

My Job Responsibilities:

· Collecting database

· Coordinating with the team

· Providing prospects to the company

· Selling policy through phone
· Preparing Quotes for Different companies. The quotes include:-

· Preparation of quotes according to different insurance companies format

· Premiums

· Benefits

· Excess

· Mentioning in  details(inclusive & exclusive)

· Assist clients to explain details of the quotes and insurance policy

· Answering client inquiries

· Maintaining records like:-

· Prospects Tracker

· Confirmation Trackers

· Weekly Inquiries Trackers

· In-charge of creating monthly promotional material, distributing to prospects by mail, and following up on the promotions.

· Coordinating with insurance companies to negotiate insurance rates.

· Cross selling for insurance products. 

· Finalizing and issuing the insurance policies, arranging for delivery of the policy and collection of payments.

· Categorizing clients, setting up reminders for renewals, keeping clients up-to-date on their policies and general follow-up to insure client satisfaction.
Additional Responsibilities:

During the course of my duties, I also learned to develop the following skills in order to offer better services to our existing clients:
· Actively engage in developing more effective customer service skills.
· Basic computer knowledge/technological skills- becoming adept in using search tools, browsers and also email features; attaching files to correspondence, utilizing tracking and management features.

· Good verbal and oral communication skills, communicating with managers regarding customer concerns and employee matters.
· Fast and correct typing and developing the ability to create grammatically correct responses without any spelling errors.

· Ability to comprehend, capture as well as interpret basic customer information

· Punctuality and dependability; to follow instructions as well as take responsibility for my actions.
· Maintaining an enthusiastic and upbeat personality and a positive demeanor.
Qualification and Other Details:

· Degree

:
S.S.C 

 
School

:
Don Bosco High School Matunga (Mumbai)

· Degree

:
H.S.C                                                                                                                                              College 
:
Mumbai University
· Degree

:
Graduate in Commerce

College
:
Mumbai University
Additional Qualifications:
· Completed MS-CIT course securing 66%

· Diploma in Office Automation and Graphics

Technical Skills:

·   Excellent working knowledge of Microsoft Word, Excel, Specialized software, and the Internet windows & Office 2007

Personal Details:

· Date of Birth
: 23rd July, 1992

· Nationality
: Indian

· Place of India
: Mumbai
· Visa Status
: Visit Visa Valid till 1st June, 2015 
· Languages 
: English, Hindi, Marathi and Konkani
