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JOB TITTLE:CUSTOMER SERVICE/SALES
CARRIER OBJECTIVES:Seeking a challenging carrier in an organization, that can provide me with a dynamic work atmosphere to expand my skills and knowledge which will be used to achieve the organizational goals and set targets.
PERSONAL DETAILS

NAME: Victor 
DATE OF BIRTH: 15/12/1987
NATIONALITY:Ghanaian

GENDER: Male
MARITAL STATUS:               Single


CONTACT DETAILS
ADDRESS: Dubai          

VISA STATUS:  VISIT VISA
EXECUTIVE SUMMARY

I have a special interest in Sales and marketing, Customer service and Communication, Strategic Management and Leadership development. I am a conscientious person who works hard and pays attention to details. I am flexible, quick to pick up new skills and eager to learn positively from others. I am a team player, able to carry out duties assigned, self-encouraged and inspirational. A sense of initiative, problem solving attitude and Strong interpersonal skills geared towards quality service delivery. I have a strong proactive attitude towards self and professional development, personal growth and Capacity to work under pressure with minimum or no supervision. Good communication and written skills. Adherence to organizational rules, respectful, positive attitude towards work and committed. I aspire to contribute my knowledge and skills in a well strategic and dynamic work environment to help achieve targeted goals of the organization as well as personal goals.

PERSONAL SKILLS AND ABILITIES

· Ability to work efficiently on my own or effectively as part of a team

· Committed to building a strong customer relationship
· Ability to think creatively

· Excellence in Customer services

· Leadership and Team Building

· Strong written and verbal communication skills

· Organizational and strategic planning skills

· Marketing and sales

· Computer Literate(Microsoft Office and Power point presentation)
· Customer relationship building.
EDUCATION

2010-2013

TAKORADI POLYTECHNIC
CERTIFICATE:                 HIGHER NATIONAL DIPLOMA (HND) MARKETING MANAGEMENT
SKILLS GAINED:
· Sales 

· Strategic Planning and control

· Customer Relationship management and retention 

· Managerial and leadership

· Customer service delivery

Institutions Attended
· Intercom Programming & Manufacturing Company (IPMC) Ghana, April 2011 – June 2012

Diploma in Hardware and Networking ((System Engineering)

· Intercom Programming & Manufacturing Company (IPMC) Ghana,  July 2013 – April 2014
Diploma in System Administration
2004-2007                      OFORI PANIN SENIOR HIGH SCHOOL
CERTIFICATE:                 WAEC CERTICATE IN GENERAL ARTS

2001-2004                           ASHALLEY BOTWE BASIC SHOOL
CERTIFICATE:                 BECE CERTIFICATE IN BASIC EDUCATION
WORK EXPERIENCE
2014-2015
COMPANY:                 CHIROPRACTIC AND WELLNESS CENTER

POSITION:                   FRONT LINE STAFF/CUSTOMER SERVICE PROVIDER
DUTIES:                        

· Management of customer files and other records in the office.
· Customer service provision to all customers in need of help.
· Liaison for all incoming and outgoing phone and mail correspondence.                 

· Carrying out routine clerical tasks and errands to assist other office works
· Assist new employees and visitors in finding their way around the 
Premises.

· Receiving and Welcoming of customers with a smile.

· Attending to customer complaints and finding solutions

· Personal assistant to the Branch Doctor

2013- 2014

COMPANY:                 KITACON LTD (Ghana)

POSITION:                  MARKETING / CUSTOMER SERVICE PERSONNELDUTIES:
· Marketing of company product
· Strategic planning to attract more potential customers 

· Marketing audit both internal and external

· After sales service delivery

· Brand and Product positioning.

· Collection of customer complaints.

· Showing customers their way round company premises.

· Record keeping of customer data 

· Customer relationship Building

2012-2013
COMPANY:                     UNIQUE (LIFE) INSURANCE COMPANY
POSITION:                       MARKETING & SALES (PART TIME DUE TO SCHOOLING & WORKING)
DUTIES:
· Going for Presentations

· Selling Insurance Policies to organizations and individuals

· Reviewing Insurance Policies for existing clients.

· Receiving customers’ complaints and finding solutions.

· Customer  service provision

· After sales service provision

· Customer relationship building and retention. 

· strategic planning to increase sales and profitability            

2008-2010
COMPANY:                          GOLDEN TULIP HOTEL

POSITION:                             FRONT LINE STAFF/CUSTOMER SERVICE PROVIDER
DUTIES:
· Telephone services
· Assisting of clients (customer service)
· Booking of appointments
· Personal assistant to the branch Manager
· Computing and entering clients information

· Information communication

· Filling of performed  duties

· Assisting with office works

· Conference room preparation.
· Receiving guests and showing them around.

· Running of office errands 

REFERENECE:  Available on Request 
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