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Anna 
Address:
Abu Hail, Dubai.

Visa Status:
Visit Visa
Position:
Receptionists 
PERSONAL DETAILS

Date of birth: 

08-04-1994
Gender: 

Female
Marital Status: 

Single

Nationality: 

Cameroonian

Languages: 

English and French
Objectives

An experienced receptionist, with many years of invaluable experience working in the customer support departments of leading Douala companies. Highly focused with a comprehensive knowledge of how to maintain a professional, helpful and courteous relationship with allocated customers. Having an enthusiastic and positive attitude and working hard to ensure that customers receive an excellent level of service whilst at the same time ensuring the highest level of sales for the company. Presently looking for a customer services advisor position with a reputable company.
KNOWLEDGE AND ABILITY

· A good level of written and verbal communication skills.
· Able to quickly gain extensive knowledge of a company products & services.
· Possessing a confident and articulate telephone manner.
· Experience of working shifts, early mornings, afternoons, weekends & nights.
· Adaptive to change and ability to multi-task.
· Able to work as part of a team and in a busy telephony environment.
· Committed to promoting high quality standards at all times.
· Flexible and adaptable. Ability to stay calm under pressure.
· Able to react quickly and effectively when dealing with challenging situations.
EDUCATIONAL BACHGROUND

Bachelor Degree in Engineering and Technology 2015-2016
Higher National Diploma in Engineering and Technology 2013- 2014
Advanced Level Certificate 2012
Ordinary Level Certificate 2010
WORKING EXPIRIENCE

April 2013 – Feb. 2015: Hotel, Yaoundé, CAMEROON

Receptionist
Duties and Responsibility
·  providing help and advice to customers using your organization’s products or services;

· communicating courteously with customers by telephone, email, letter and face to face;

· investigating and solving customers' problems, which may be complex or long-standing problems that have been passed on by customer service assistants;

· handling customer complaints or any major incidents, such as a security issue or a customer being taken ill;

· issuing refunds or compensation to customers;

· keeping accurate records of discussions or correspondence with customers;

· analyzing statistics or other data to determine the level of customer service your organization is providing;

· producing written information for customers, often involving use of computer packages/software;

· writing reports analyzing the customer service that your organization provides;

· developing feedback or complaints procedures for customers to use;

· improving customer service procedures, policies and standards for your organization or department;

· meeting with other managers to discuss possible improvements to customer service;

· being involved in staff recruitment and appraisals;

· training staff to deliver a high standard of customer service;

· leading or supervising a team of customer service staff;

· learning about your organization’s products or services and keeping up to date with changes;

· Keeping ahead of developments in customer service by reading relevant journals, going to meetings and attending courses.
· Welcome customer as they arrive with a smile
· Ask customer how they can be helped
· Provide customers with product information that they need
· Provide customers with information on daily deals and promotions
· Ensure that all products are well stocked and are easy to reach
· Assist customers by taking down products that may not be easy to reach
· Provide information regarding each product and any discount offers associated with it
· Make sure that work area and aisles are clean and shelves are dusted properly
· Respond to customers’ requests and concerns in a resourceful manner
· Handle cashier duties by taking cash or credit cards in exchange of goods sold
· Manage product returns and exchanges
· Ensure that all purchased items are delivered to the customers in a prompt manner
· Reserve products for online orders
· Discourage shoplifting activities by constantly keeping a vigilant eye
· Arrange products on shelves in a tidy manner
· Pick and pack orders for shipping purposes
· Order out of stock items in a timely manner
REFERENCES 

Always on demand
Anna 
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