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EDUCATIONAL QUALIFICATION:

· 10th from JK board of school education.
· 12th from JK board of school education.

· One year diploma in computers.
.
Work Experience:

Date:                     6 JUNE 2011 TO 2012

Organization:
BAJAJ ALLIANZ LIFE INSURANCE.(INDIA)
Position:
CUSTOMER SERVICE.
Date:
11 NOV 2013 TO NOV 11 NOV 2014.


Organization:         ALHAFEEZ JOBS CONSULTANCY
Position:

   ADMINISTRATION
Date:                     FROM 27 NOV 2014
Organization:
ACCURATE BUILDING DEMOLITION LLC.
Position:

   FOLLOW UP CLERK.
RESPONSIBLITIES OF CUSTOMER SERVICE:
Attracts potential customers by answering product and service questions;   suggesting information about other products and services.

Opens customer accounts by recording account information.

Maintains customer records by updating account information.

Resolves product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution.

Maintains financial accounts by processing customer adjustments.

Recommends potential products or services to management by collecting customer information and analyzing customer needs.

Prepares product or service reports by collecting and analyzing customer information.

Contributes to team effort by accomplishing related results as needed.

SUMMARY OF SKILLS AND QUALIFICATION:

· Goal oriented and quick learner.

· Team player, ability to work independently.

· Excellent interpersonal and strong communication skills.

· Proactive approach.

TECHNICAL SKILLS AND KNOWLEDGE:

· General MS Office Applications

· Internet E-mail, Exploring/ Browsing
PERSONAL STRENGTH:   Excellent oral and verbal communication skills.

                                     In English and Hindi. Ability to work under 





    pressure. 
                                     Self confident and punctual. Honest and      
                                       Hardworking
PERSONAL DETAILS:

Date of birth

:
15/04/1995
Marital status

:
Single

Nationality


:
Indian
Religion


:
Islam

Sex


         :
female
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