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	Customer Service Representative

	Objective:


 Customer Service Representative with over 4 years of experience of telephone and face-to-face sales, hotel bookings and account administration. Aiming to use my proven customer service, sales, and communication skills to effectively fill the associate role in your company.



Summary of Qualifications:
· Good comprehension skills with a typing speed of 40 wpm

· Thorough knowledge of the MS office tools (expertise in working with MS excel)

· Experience of working in rotational shifts
· Excellent communication skills with a focus on customer service

Academic Qualification:-

· Completed Degree Course in Hospitality and Tourism Management, Pune, 2005-2008, (58%)
· Higher Secondary Certificate from Atomic Energy Junior College, (Vocational Subject: Computer Science) Mumbai, 2005, (73.5%)

· Secondary School Certificate from Atomic Energy Central School, Mumbai, 2003, (71.4%)

Languages Known:- 
English, Hindi

	CAREER GRAPH

	


1. Worked for ADP, Inc as a Senior Process Associate since June 23rd 2008 to September 09th 2010.

Summary of Job:- 
· Communicated directly with customers by phone, electronically or face to face.

· Provided customers with technical support using maintenance procedures created with company products.

· Wrote and kept accurate records of discussions and correspondence with customers.

· Provided customer service team with feedback.

· Met with other team managers to discuss possible improvements in customer service and company’s products.

· Trained and coached team members to deliver a high standard of customer service.

· Kept ahead of technology developments by attending professional courses.
· Generate Client Specific reports.

· Change Client data as per requirement.

· Ensuring highest level of customer satisfaction to the clients.

· Constantly assisting the team members with their process related Query.

2. Worked for American Home Mortgage Servicing India Inc, as a Senior Process Executive since 22nd December 2010 to 22nd March 2013.

Summary of Job:-
· Take payment information and other pertinent information such as addresses and phone numbers.

· Sell products and services.

· Utilize computer technology to handle high call volumes.

· Work with customer service manager to ensure proper customer service is being delivered.

· Compile reports on overall customer satisfaction.

· Handle changes in policies or renewals.
· Monitors NSF checks and exceptions reports.
· Researches and responds to requests for information

     I certify that the data furnished above are correct to the best of my knowledge and assure that I may be disqualified if the above details are bound to be Incorrect. If my CV meets with your requirements, I assure that I will carry out the duties entrusted to me loyally and to the entire satisfaction of my Superiors.
*Supporting Documents and References will be provided on request *
Place: Dubai










Date: -








           
