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SAVITHA 
Strong Orientation in Customer Care, Operations, Administration


Location:
Abudhabi


Education: 
Master’s Degree, Commerce
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Experience: 
7years, 8months
Contact
Name: 


Savitha 

· Target Job


Career Summary: 
A highly organized and detail-oriented with over 7 years of experience in Customer Care, Administration and Operations in various sectors and service industry, giving varied skills and the ability to work with different type of people. A person who works hard and pays attention to details.Flexible, quick to pick up new skills and eager to learn from others.

Career Objective:
Earn a challenging position in a fast paced environment of growth and excellence which provide me job satisfaction and self development and help me achieve personal as well as organizational goals.

Career Level:

Mid Career

Notice Period: 

Immediately

· Personal Information

Birth Date: 


31 January 1982 (Age: 34)

Gender: 


Female

Nationality: 


India

Marital Status: 


Married

Number of Dependents: 
3
· Experience (7 Years, 8 Months)
Skill Development Executive

Location: Kerala, India.

Company Industry: Education
Department: Teaching

June 2015 to Present
Reporting to: Programme Manager and Principal of the School
Job Profile

• Training in Govt. and Govt. aided Higher Secondary School on communicative English.

• Training on Personality Development, Organizational skills and Professional Skills.

• Training on writing and presenting a project.

• A programme that aims at generating better equipped and skilled individuals with critical and creative acumen for entry 

into various service sectors.

Customer Care Manager

at BRD CAR WORLD LIMITED

Location: Trichur, Kerala, India.

Company Industry: Automobile

Department: Sales

August 2013 - October 2014

Reporting to: GM, CEO and TSM of MSIL

Job Profile

• Handling the entire Operations of Customer Care Department

• Sales Satisfaction Tracking and Summary Presentation

• Customer Retention Policy and Procedure

• Organizing Customer Meets

• Co-ordination with various departments, ensuring smooth process

• Providing internal trainings to the Sales team.

• Ensuring Customer feedback through all mediums,reviewed and acknowledged in a timelymanner.

• Share feedback with Operational Departments about concern and compliments sent through customer feedback.

• Follow up on customer feedback received and their comebacks.

• Responsible for the handling of the Call Centre Activities.

• Resolving escalated, pending cases.

• Identifying issues / delays and taking proactive measures to prevent them.

• Analysing DSE-wise Performance

• Ensuring Showroom Ambience.


Assistant Centre Manager

at India Options SoftwaresPvt Ltd

Location: India ,Trichur, Kerala

Company Industry: Education, Training, and Development

Department: Administration

October 2012 - July 2013

Reporting to: Centre Manager and MD

Job Profile

• Supervised the whole team.

• Business Development.

• Counseling and registration of the candidates.

• General Administration, day to day activities

• Maintaining records of employees and students.


Processing Officer

at V3 Solutions Pvt. Ltd

Location: India ,Thriussur, Kerala

Company Industry: Banking

Department: Executive Office

December 2010 - September 2012

Reporting to: MD and Sales Manager - HDFC Bank

Job Profile

• Co-ordination with the whole Team.

• Handling Office Administration work.

• Mailing daily reports to respective Heads.

• Maintaining Customers data for further correspondence.

• Giving monthly reports.
Customer Service Executive

at SUTHERLAND GLOBAL SERVICES PVT. LTD

Location: India , Kochi, Kerala

Company Industry: Customer Service

Department: Marketing & Communications

July 2007 - January 2009

Reporting to: SME and Process Head

Job Profile

• Responsible for receiving, investigating and responding to all customer inquiries throughinbound calls.

• Troubleshoot problems and coordinate internally to resolve problems.

• Soliciting cross-selling and up-selling opportunities within the customer care experience.

• Tracking and reporting of relevant customer care performance metrics.

• Capturing and applying customer feedback.

• Meeting various parameters such as Average Handing Time and Quality

• Escalating unresolved customer grievances or special requests to designated department for further investigation.

• Keep records of customer interactions and transactions, recording details of inquiries, complaints and comments, as 
well as action taken.

Accounts Assistant

at GEE LIMITED

Location: Thane, India , Maharashtra

Company Industry: Manufacturing

Department: Administration

May 2003 - January 2005

Reporting to: Accounts Manager, GM

Job Profile

• Handling accounting works including Cash/Bank book

• Handling Administration works including PF/ESIC/P.Tax

• Handling Taxation works.

• Participation in ISO works.
· Education
Master's degree , Commerce

at Mumbai University

Location: Mumbai, India

Completion Date :April 2004
Bachelor's degree , Commerce

at Mumbai University

Location: Mumbai, India

Completion Date :April 2002

· Skills

Customer Service

Level: Expert | Experience: 5 years or more | Last Used: 1 year or less

Multi Task

Level: Expert | Experience: 5 years or more | Last Used: 1 year or less
Office Administration

Level: Expert | Experience: 5 years or more | Last Used: 1 year or less
Team Player and Sales Support

Level: Expert | Experience: 5 years or more | Last Used: 1 year or less
Written and verbal skill

Level: Expert | Experience: 10 years or more | Last Used: 6 months or less

· Languages
English

Level: Expert | Experience: More than 10 years 
Hindi

Level: Expert | Experience: More than 10 years 

Malayalam

Level: Native | Experience: More than 10 years 
Marathi

Level: Intermediate | Experience: 10 years or less 
· Legal Declaration
I hereby declare that the above mentioned details are true to the best of my knowledge and I bear the responsibility for the correctness of the above mentioned particulars.
(Savitha)
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