

Talented and enthusiastic customer service and management professional with extensive exposure in workflow organisation, customer relationship management, operational improvements and quality and safety. Qualified with BTEC First Diploma in Health and Social Care with hands-on experience in continuously evaluating and identifying opportunities to drive process improvements that positively impact clients and customers. Hands-on expertise in organising daily and weekly routine tasks in line with applicable policies and procedures through active delegation and participation. Staying abreast of latest market trends while understanding forthcoming customer initiatives and monitoring activities of local competitors. Recommending creative ideas to management in relation to a project, thus enhancing a business unit’s image, increasing level of service, ensuring guest convenience and increasing revenue. Proficient user of various software packages and other programmes and functions.
CORE COMPETENCIES
▪ Exceeding Client Performance Metrics ▪ Preparing Client Activity Reports ▪ Organising Workflow ▪ Maintaining Effective Relations ▪ Organising Marketing Activities ▪ Managing and Training Staff ▪ Stock and Inventory Management ▪ Handling Administration and Paperwork ▪ Monitoring Customer Service Levels ▪ Feedback and Performance Management ▪ Sales and Profitability Improvement ▪ Quality Assurance and Safety ▪ Problem and Conflict Resolution ▪ Planning and Coordination ▪
KEY SKILLS
· Customer Service – Proven skills in gathering required information from clients and accordingly delivering quality services. Maximising client satisfaction levels by educating clients and providing information on an organisation’s products and services.
· General Management and Administration – Extremely adept in managing daily and weekly administration functions such as cash administration, staff schedules, sales figures, waste control and customer feedback.

· Stock and Inventory Management – Instrumental in maintaining optimum stock levels including ordering, counting, etc. to ensure smooth running of operations and effectively cater to customer demands.

· Quality, Safety and Hygiene – Maintaining high standards of quality control, hygiene and health and safety. Assisting in the building of an efficient team by taking an active interest in employee welfare, safety, training and development.

CAREER HISTORY

	Store Manager | UK
	Feb 2011 – Present


· Serving customers, taking orders, preparing hot beverages using coffee machine and ensuring smooth operations of the cafe, thus providing outstanding customer service to clients.

· Maintaining cleanliness and comfortable environment of the store in line with applicable policies and procedures.

· Identifying and reporting hazards to ensure safe working environment; taking corrective actions to mitigate hazards.

· Responding to alleged food hygiene issues to protect reputation and brand integrity as well as adhering to fire and evacuation procedures.

	Dental Nurse/Receptionist | UK
	Jun 2010 – Jan 2011


· Assisted dentists and other dental care professionals in their practice as well as sterilising dental instruments.
· Took notes from dentist’s dictation for patient’s records and provided information to patients on treatment procedures.

· Managed reception of the clinic, welcomed patients, provided appointments and directed patients towards a waiting room.
	Sales Advisor | UK
	Nov 2008 – Feb 2009


· Assisted clients in selecting products as per their requirements and effectively handled the till, thus ensuring delivery of exceptional customer services.

· Managing stock and other aspects of the shop.
EDUCATIONAL QUALIFICATIONS

	BTEC First Diploma in Health and Social Care (Grade Distinction) | Beauchamp College, UK
	2007 – 2009


	10 GCSEs Grade A – C (Including Mathematics and English) | Rushey Mead School
	2002 – 2007


PERSONAL DETAILS

	Date of Birth: 31st Jan, 1991
	Marital Status: Single
	Nationality: British

	Languages: Fluent in English, Punjabi, Hindi and French    (Beginner)
	Driver’s Licence: UK
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