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The Hiring Manager,

Dear Sir / Madam,

I am writing this letter for post in Banking / Financial House / Customer Service executive with your organization. The educational qualification and experience in customer service are excellent to work in customer relationship the details regarding all mentioned in the curriculum vitae which I have enclosed along with this letter please find attached.
I am a self-motivated, efficient professional with 4 years’ experience in banking industry and I believe my strengths and skills make me a perfect fit for this position.

Key Skills:

· Detail Oriented, devising Customer Satisfaction Metrics

· Devising Incentive System for Customer Service Employees

· Differentiate Brand from Competition

· Effective Follow Up, Establishing Customer Service Policies and Procedures

· Extensive Product Knowledge, finding Solutions to Thorny Customer Complaints

· Flexible, Hired Staff with Strong Customer Service Orientation

· Improving Online Customer Reviews, Incorporating Staff Input into Policy Formation

· Increasing Repeat Business, Instilling Customer Service Ethic across the Workforce

· Interpreting Customer Satisfaction Measures

I have very strong problem solving and organizational skills in addition to the ability to multi task in order to meet all obligations. I possess great communication skills with the ability to relay information of customer relationship.

Thanking for your time and considering my resume, waiting for reply from your end.
Sincerely,

Zoya Ayub
Dubai, UAE
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CIRRICULAM VITAE 
Name:  -  Zoya Ayub
Email:  -  zoyaayub09@gmail.com                                                   
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CAREER OBJECTIVE
To obtain challenging and rewarding career in Banking / Financial House / Customer Service Industry which would utilize my seven years of experience, knowledge and skills that will contribute to the organizational growth and help me in building a result oriented professional career while being resourceful innovative and creative.

WORK EXPERIENCE              

Organization:
MCB Bank Limited, Pakistan




Duration
:
July 2010 to May 2014
Occupation
:         Customer service

RESPONSIBILITIES

· Service Adviser WA Responsibilities 

· Service customer enquiries determine customer needs and provide solutions with regards to their banking requirements 
· Educate customers on product options and technology issues 
· Manage customer and bank privacy 
· Manage and pass on customer feedback effectively 
· Use a variety of computer programs to access customer details and databases, and research options Data entry continual awareness of compliance requirements –
· 2008: Bank Teller Parrot Bank Perth WA Responsibilities 
· Served customers efficiently 
· Processed transactions Cash handling and balancing with zero errors 
· Advised and educated customers about their options Used a variety of computer programs and applications 
· Worked in a team to achieve targets and positive outcomes for customers and the bank 

· Achievements Formally commended for excellent service 
· Made suggestions for customer feedback processes which were taken up by management  

· Answered incoming customer service enquiries and advised customers Made outgoing sales calls to encourage existing customers to upgrade Used a variety of computer programs and applications Operated within a team to reach targets Assisted with coaching new staff members 
EDUCATIONAL QUALIFICATION

· B.Com - Ayesha Degree College Lahore Pakistan. 
· I.Com (Intermediate) - Ayesha Degree College Board Pakistan.
· Secondary School Certificate from Lahore Board Pakistan

COMPUTER SKILLS
· Ms Office ( Word, Excel, PowerPoint ) and Internet 

· Flexible and able to adapt easily to new situations and developing workloads. Ability to evaluate tasks and suggest improvements.

· Professional & approachable telephone manner, can deal with customers at all levels Creating formats for documents. 

· Excellent attention to detail and high accuracy levels both numerical and literate. Good IT skills including knowledge of Excel, Word and Outlook.

· Logical and methodical approach to working. Ability to work on own and as part of a team. Clear understanding of all relevant legal obligations and data protection rules.

ACHIVEMENT

· Certificate for excellent sales results Selected to help coach new recruits June 2011 – December 2013: 

PERSONAL DETAIL
Name                  
:  Zoya Ayub


Date of birth        
:  14th August 1996
Marital Status      
:  Single 

Nationality           
:  Pakistani
 
Religion           
:  Islam

      
Languages Known   
:  English, Urdu, and Punjabi
      
Visa Status           
:  Visit Visa valid till 20th May 2016
