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 PERSONAL DETAILS
Nationality
   : Nigerian
Date of Birth   : 28th April 1987
Sex

   : Female
Marital Status : Married
           EXPERIENCE
· Rasmed Publications

           (Customer service)
(Jan2010-March2012)
· Guaranty Trust Bank                                    (Customer Service) 
             (May2012- Oct2013) 
 DUTIES & RESPONSIBILITIES 
· Maintains accurate records of all sales and prospecting activities including sales calls, presentations, closed sales, and follow-up activities within their assigned territory, including the use of Microsoft Outlook to maintain accurate records to maximize territory potential.
· Adheres to all company policies, procedures and business ethics codes and ensures that they are communicated and implemented within the team.
· Participates and contributes to the development of educational programs offered to clients, prospects and company employees.
· Responsible for sourcing and developing client relationships and referrals.
· Demonstrates the ability to carry on a business conversation with business owners and decision makers.
· Assists in the implementation of company marketing plans as needed.
· Keep records of customer interactions and transactions.
· Recording details of inquiries, complaints, and comments, as well as actions taken.
· Ensure that appropriate changes were made to resolve customers' greviances.
· Contact customers in order to respond to inquiries or to notify them of claims, investigation results and any planned adjustments.
· Ensure customer confidetiality after every bank transactions
· Issue cheque books to customer and record them accordingly 
· Documentation and filing of customers complaint or requests
· Knowledge of products and services   
    EDUCATION
           2015:   Certificate in Human Resources and Recruitment(CHRR)
                                  NADIA Training Institute                                     
  2006-2011:  Olabisi Onabanjo University, Ogun State
                                  BSc. Statistics
          PERSONAL SKILLS
· A thorough professional, hard Working, Sincere and honest.
· Ready to work in challenging conditions.
· Has an exceptional communication and interpersonal relation skills.
· Excellent communication skill.
· A fast learner .
· Team player.
HOBBIES
· Reading, Travelling, Music, teaching and Meeting people.
    DECLARATION
The information given above is the best of my knowledge. I’m looking forward to get an opportunity to work in your esteemed organization.
OBJECTIVE
To obtain an interesting and challenging position in a repute concern that will allow me to use my skills and potentials I have gained from my diverse experience and define a comprehensive career development to serve.
       AREA OF EXPERTISE
· Customer Service.
· Administration Skills.
· Customer Grievance Handling.
· Ms word, Excel, Powerpoint.
· Documentation and data collection
Referee: Available upon request.
