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Career Profile

As an international worker, I have been able to adapt quickly and efficiently to my working environment. My exceptional interpersonal skills have enabled me to integrate with my colleagues and associates and develop valuable friendships. Positive and keen to succeed, I pick up skills quickly and apply them successfully, through both the use of initiative and the ability to comprehend instructions. I am an effective communicator who will inspire confidence in any employer.
Professional strengths
· Possess 6 years of progressive experience.
· Proficient in MS office, MS Outlook and admin related tools and applications.

· Good Communication skills, Positive Thinker and a Team Player.
Career Summary

FARNEK & HITCHES & GLITCHES (FACILITIES & MAINTENANCE)



Jan’14 to till date
· Designation: Customer Services Executive cum Operations Coordinator
· Interact with the contract customers as well as with the non-contract customers either by telephone or electronically to provide information in response to inquiries about the services.

· Provide the complete information to the customers about the packages under their contracts.

· Coordinate with the stores about the materials when required.

· Handling the customer complaints according to the guidelines established by the company.

· To check with the supervisor or with the team if any delay in service.

· To check & keep the records of the queries entered in CAMS on daily basis.

· To file the records of the services provided to the customers on quarterly, annually & biannually basis as per the customer’s contract profile.

· To inform the customer about the Call Outs limit if exceeds.

· To enter & provide the solutions in CAMS according to the current status of jobs. 

· To check & follow up the team regarding the assigned jobs.


SAPNA TEXTILE








Mar’12 to Jan’14

· Designation: OFFICE COORDINATOR
· To handle the incoming mail and other materials i.e. (faxes, phone handling).
· To manage the office in a professional way.

· To prepare presentations and other documents on MS Office.

· To arrange and confirm appointments.

· Organizing travel arrangements.

· Organizing and maintaining diaries.

· Assists in the ordering, receiving, stocking and distribution of office supplies.

· Coordinates the pick-up and delivery of express mail services.
CHEN ONE STORE








Jan’08 to Dec’11
· Designation: Customer Support Representative




· Managing sales force for consumer product.
· Working on corporate deals for bulk sales and offering special discounts depending upon the 
business potential.
· Stock Selling and complete customer support from order to delivery.

· Check on the status of an order placed by the customers. 

· Handling the customers' complaints according to guidelines established by the company. 

· Receive the payments from customers and to disburse to finance department if required. 
Education and Qualifications

MATRICULATION








2003
INTERMEDIATE








2005
BA – COMPUTER SCIENCE






2007

Certifications
· CONFLICT MANAGEMENT





(Certified by Farnek)
· HR POLICIES







(Certified by Farnek)


Personal Details


D.O.B


:

18-11-1986
Marital Status

:

Married
Gender

:

Female
Visa Status

:

Employment Visa
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