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OBJECTIVE
To be a valuable asset to this company by using my experience, good attitude, and computer/database skills. Bright, talented and self-motivated person who has excellent organizational skills, who is highly efficient and has a good eye for details.
PROFESSIONAL EXPERIENCE
Eros Electricals







Abudabi, U.A.E

Senior Officer Customer Service-Spare parts



Aug 2014 to Present
· Responsible for dealing with customer relevant queries, complaints and request for information on products and services
· Communicates effectively with teams to ensure quality and timely expedition of customer requests
· Processing customer orders as well as provide details about the products and services
· Assigned the tasks of recording all communications between various parties

· Prepared daily, weekly and monthly statistical reports

· Responsible for data management

· Responsible to conduct inventory daily, weekly and monthly basis

· Issue and track spare parts out of inventory

· Handling invoices

· Performing general administrative duties
· Design activities to improve business performance and customer satisfaction
· Good working knowledge of inventory control and procurement techniques
· Ability to multi-task and work efficiently 
· Ensured that the order placed was completed on time.
· Made recommendation to Parts Planning group for long range major component forecast.
· Delivered excellent spare parts service to internal and external customers. 
· Responds to, investigates, and mitigate customer complaints, concerns & comments in a cordial, respectful way, escalating to the immediate supervisor , if necessary. 

· Manages customer accounts with relevant information as required for data management. 
· Monitors and manages all necessary jobs and updates the concerned parties as often as required. 
· Checks and reviews all necessary forms and documents (i.e. repair, warranty card, official receipt, purchase of accessories, release of units) ensuring that it is accomplished properly by all concerned parties. 

· Ensures effective use of IT packages that the company uses (Cosmos, SMART SCM,GSPN) for area of work. 

· Provides periodic reports and updates on the activities as required. 

· Any other duty and responsibility as assigned from time to time. 

· Compliance to International Organization of Standardization, Company’s Code of Conduct, and Department’s Standard Operating Procedure 

Micro Care Peripherals






Secunderabad, India
Service Coordinator






Jan 2012 to Jan 2014
· Handle all incoming telephone communications, noting reasons for call and forwarding to relevant team members, subject to availability 

· To handle Service Delivery Operations of AMC and Warranty Installations of the Split Air-conditioning. LCD or plasma screens, sound systems, video conferencing equipment, mobiles, Laptops
· To ensure reconciliation of database on a monthly basis & Inventory control of mandatory spares.

· To ensuring the proper logging of complains in ERP system and reviewing the pending complaints.

· To conduct Safety and Site audits to check and ensure the plant in operation is in healthy condition and works are carried out are a safe manner.
· Provide excellent customer service as per company policy and procedures
Resolving customer queries promptly, within company guidelines, before escalating to higher level if necessary
· Attend to customer needs, understand their requirements so that maximum number of enquiries are handled quickly and forwarded on responsibly
· Logging calls (including time, date and caller details)
· Maintain an up to date knowledge of personnel and procedures
· Deal with 'drop in' customers as quickly and proficiently as possible, by coordinating with employees and customers.

· Meets assigned revenue targets through growth in assigned accounts and effective utilization of direct reports

· Interface with Service Technicians and ensure their Parts and Accessories needs are being met.
· Take service technicians’ orders for parts and fill them as fast as possible.

· Assist service technicians in determining parts & accessories requirements for individual jobs.

· Recommend related Parts and Accessories, which may be required for a job.

· Supply cost of parts information on repair orders.

· Update inventory control system and parts catalogue.

· Notify service personnel when special parts or back ordered parts are received.

· Maintain cleanliness of Parts and Accessories Department and keep inventory neatly stacked and orderly.
Sri Sai Services, NOKIA Care




    
 Nizamabad, India
Centre Manager





        
        Dec 2006 to Dec 2011

· Attending customers, listing to their problems and generates work orders

· Manage and track customer orders from purchase to final shipping. 
· Identify and manage customer service resources. 
· Maintain documentation to track customer requests and inquiries.
· Trouble shooting Hand Held Phones and managing a team of  service engineers

· Inventory control and logistics management

· Provide administrative and operational assistance to ensure smooth product delivery to customers
Senior Service Engineer





   
 Hyderabad, India

Solectron Centum Electronics Ltd (Nokia Care)

      Dec 2004 to Nov 2006
· Attending customers, listing to their problems and generates work orders

· Trouble shooting Hand Held Phones and managing a team of  service engineers

· Inventory control and logistics management
· Customer feedback collection and reporting to H.O

· Hands on experience with PCB level repairing with SMD rework stations 

Service Technician





   
 Hyderabad, India

Hindustan Aeronautics Ltd (Avionics Division)

      July 2003 to Nov 2004
· Dealing with Intel 386 and 486 processors based Air borne systems. 
· Troubleshooting & repair of multi-layer PCBs carried out by using 256 channel logic analyzer, 4GHz oscilloscopes, SMD work station and Wave Soldering machine
· Carried out programming such as Flash loading, Complex Programmable Logic Device (CPLD) program loading, Serial PROM (SPROM) and PAL Programming
· Even carried out environmental stress screening (ESS) for Avionics systems
Marketing Executive/Sales Engineer  




Hyderabad, India

Teleneeds Marketing Ltd

    


      July 2002 to  May 2003
· Planning & implementing marketing activities across the channels

· Setting up new marketing strategies

· Making sales calls and handling enquires from potential customers
· Hands on experience on EPABX servicing 
· Able to service boards like LIC card (Line interfacing card), TIC (Trunk interfacing card) and power supply unit
SPECIALITIES

· Possess ten years of experience in customer service

· In-depth knowledge of basic operating systems

· Flexible, attention to detail and ability to learn quickly

· Possess good sales and customer service skills

· Ability to maintain the basic knowledge of products, pricing, promotions and other important issues

· Highly initiative to manage a busy workload without close supervision

· Have good background of computer skills and knowledge of MS office tools and SQL/Windows servers
· Exceptional organizational skills and High critical thinking/reasoning ability
· Very good over site with a team of technicians
· Ability to stay focused on individual and team objectives
ACADEMIC QUALIFICATIONS
D.E.C.E
Diploma in Electronics and Communication Engineering

State Board of Technical Education
1999 - 2002

Percentage of Marks: 75%
