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CUSTOMER SERVICE/EVENTS MANAGEMENT
Merchandising – Leadership – Retail Management
A dedicated professional with over 6 year’s of customer service experience. Possessing a track record of helping manage projects and deliver exceptional standards of service and collective business objectives. Passionate and enjoying being part of a successful and productive team. Now looking for a new challenging appointment within a similar customer service / facing environment in return for an opportunity for career progression.

AREAS OF EXPERTISE
· Meeting Customer Needs CRM 
· Production of reports / Statistics 
· Problem Solving/ Detail-orientated 
· Team Leadership / Motivation 
· Budgeting / Reducing Cost 
· I.T / Administration 
· Business Analysis 
· New Promotions 
· Stock Control 
· Quality Assurance 
· Multitasking 

EDUCATION
H.S.C. in the year 2007 (2nd Grade) - St Andrew's College
S.S.C. in the year 2004  (2nd Grade) - St Anthony's High School

PROFESSIONAL EXPERIENCE AND ACHIEVEMENTS
Currently working with Evolution Events-Dubai-From October 2012
Job Profile:
Event Coordinator/ Head of Operation
· Ensuring adequate staffing levels for events. 
· Extensive knowledge of scheduling and contract administration. 
· Negotiating the best price for services. 
· Arranging the conference planning schedule, policies and guidelines. 
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· Setting the budget for the venue. Able to work under pressure and to deadlines 
· Conducting meeting with the client to understand the event plan and requirements 
· Coordinating with the event planning team during the event preparation 
· Submitting essential reports to the Boss and the management team 
· Keeping the clients and higher management updated about the progress of work 
· Making Quotation and Invoices 
· Making Power Point Presentations for the Events as per Client Requirements 
· Setting up Audio Video Light and sound Equipments for conference and Party Events 

PROFESSIONAL EXPERIENCE AND ACHIEVEMENTS
DTDC – Door to Door Courier Services, Dubai

(Temporary Placement from 13th May 2012 till August)
Job Profile:
Customer Service Representative cum Coordinator
· Attend to customer needs and requirements. 
· Answer and respond to customer inquiries relating to delivery and shipments. 
· Ensure timely delivery of materials to different project locations. 
· Supplier & Sites Correspondence & Co-ordination 
· Float Enquiries and Receive Quotations. 
· Analyze and Reporting, Negotiate and Finalize. 
· Promoting companies products & services to identified and prospective clients. 
· Filing, Documentation and admin work. 
· Maintaining Customer Purchase Order and executing in time. 
TSPL (Talwar Solutions Pvt Ltd), Mumbai
(Event Company based in Mumbai, India for 3 years)
Job Profile:
Event Coordinator
· Ensuring adequate staffing levels for events. 
· Extensive knowledge of scheduling and contract administration. 
· Negotiating the best price for services. 
· Arranging the conference planning schedule, policies and guidelines. 
· Setting the budget for the venue. Able to work under pressure and to deadlines 
· Conducting meeting with the client to understand the even plan and requirements 
· Coordinating with the event planning team during the event preparation 
· Submitting essential reports to the supervisor and the management team 
· Keeping the clients and higher management updated about the progress of work 
· Providing on the job training to new employees joining the team 
Andromedia Marketing Pvt Ltd, Mumbai
(Domestic Outsourcing Call Center for banking sector of India for 1 Year)
Job Profile:
Quality Analyst
· Perform quality checks, develop and review performance reports, identify areas to improve, and implement measures to improve performance levels and meet objectives. 
· Develop sales techniques of each customer service representative to drive revenue growth. 
· Participated in internal calibrations with Quality and Operations and ensured consistent scoring. 
· Leading product training sessions 
· Handling escalations. Mentoring the team. 
· Evaluating calls for Fixed and On Job Training Members 
SITEL CALL CENTRE, Mumbai
(International Outsourcing Call Center for American products for 2 Years)
Job Profile:
Customer Service Representative
· Attempting to resolve all enquires on first contact with the caller. 
· Making sure that all telephone calls are answered promptly. 
· Dealing with a customer’s queries, requests, orders or complaints. 
· Identifying and escalating priority issues or customer complaints. 
· Able to deal with irate, abusive and irate callers. 
· A proven track record of handling high volume calls. 

Personal
Interest and Pastimes: Music, Football, Cricket, Dancing, Crafting.
Date of birth: 28th May 1987
Languages: English, Konkani, Telegu, Hindi & Marathi
Visa Status: Working Visa under Evolution Events - Dubai
Marital Status: Single
References available upon request
