                          ABEER              
Aspiring for a challenging position where I can contribute to company’s growth and give tangible results. Wish to continuously learn and evolve as a professional, for the betterment of the organization and for self-development
PROFESSIONAL SYNOPSIS
· A self-driven and motivated professional with experience in Client Servicing, Customer Relationship Management and having good Administration Skills 
· Strong communication and relationship management skills

· Enthusiastic individual with zeal to learn and excel, a people’s person and an efficient team worker

· Computer literate
· Ability to coordinate and direct multiple tasks simultaneously
· Ability to prioritize tasks
CAREER HIGHLIGHT

·  (May 2015 – July 2015)
              Designation: Customer Relationship Officer (CRO)
· Handling walk-in customers

· Pitching new connection to clients
· Explaining new plans and schemes to customers
· Solving customer queries and issues
· Assisting customers with bill submissions
· Data entry on CRM software

· Cash handling

· Airtel, Lucknow (May 2012 – Feb 2013)
              Designation: Customer Care Executive (CCE)
Prepaid:

· Handling customer query

· Giving proper resolution

· Updating the Customer Identification Form(CIF) 
· Problem solving in the TAT given

· Suggesting plans to customers according to their usage

· Providing accurate assistance related to product and troubleshooting over the calls
· Maintaining the knowledge database of the customers with 100% accuracy
Postpaid:
· Handling queries of postpaid customers
· Suggesting best plans
· Providing complete knowledge to the customers regarding the product and its services
· Explaining bill usage and billing cycle to customers
· Resolution of bill disputes, giving information on the breakup of bills
· Activation & deactivation of Value Added Services(VAS)
· Ruksana Medical Centre, Lucknow (Oct 2011 – Mar 2012)              

              Designation: Receptionist & Administration Manager             
· Handling walk-in patients, planning and execution according to their requirement
· Cash Management

· Directing patients to different departments

· Maintaining roaster of doctors, interns and other support staff

· Data Maintenance

· Coordinating between different departments 
· Undertaking all administrative tasks such as updating database, filing, fixing appointments and responding to the enquiries
    REWARDS & RECOGNITIONS

· Promoted as a Postpaid Customer Care Executive within a month’s time from Prepaid Department while working in Airtel 
· Appreciated for tackling customer issues, resolving queries and achieving customer satisfaction
ACADEMIC CREDENTIALS 

2011  Bachelors in Arts - First year, Islamia Degree College, Lucknow, India
2010  Senior Secondary, National Institute of Open Schooling, India

2008  Secondary School, National Institute of Open Schooling, India

Basic Schooling  International Indian School, Riyadh, Saudi Arabia

CO-CURICULAR ACTIVITIES

· Active participant in school plays and drawing competitions

· Active member of school’s singing and dancing team, participating in many functions and competitions 

PERSONAL DETAILS
Date of Birth

:
30/09/1990
Gender


:
Female
Nationality


:
Indian
Marital Status

:
Single 

Languages Known

:
English, Hindi and Basic Arabic
Area of Interest

:
Traveling, meeting new people, music
VISA STATUS
Currently on Visit Visa
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