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Dynamic, enthusiastic and service-oriented professional with 10+years experience in Customer Service, Guest Relations and Office Administration. Proven competencies in handling wide range of customer service, office administration and client relation. Demonstrated strong ability to multitask, perform well under pressure, meet tight deadlines, maintain strict confidentiality of company records, coordinate with third parties and surpass performance parameters. Possesses flair in establishing rapport with multicultural clientele to deliver high service standards utilized to contribute to company’s business growth. Proactive and efficient team player with excellent analytical, problem solving, organization, coordination, time management, communication and interpersonal skill.
	Strengths

	· 10 years proven Gulf experience
· Organization-Coordination Abilities
· Adaptable to Dynamic Business Scenario

· Ability to multi-task & meet deadlines
	· Strong Customer Service Skills
· Excellent Communication-Interpersonal Skills

· Perform efficiently under work pressure

· Committed to service excellence
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	·  Diploma in Business Graduate Administration (GDBA)  
              (Since 2009 April, Till 210 April) National Institute Of Management. Cochin  Branch ,Kerala- India )
·  Correspondence Course Bachelor of Commerce 
       ( B.Com,Since1997May,Till 1999 April, University Of Kerala-India)
·   Hotel Management & Computer (MS. Office)  Aptech Institute ,Trivandurm,Kerala-India 
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2010


·   Admin CoordinatourAssistant(Fleet Monitoring Solutions)                                               2012 -2015
       ( Al Wathba Co for Central Service PJSC – Musaffah Abu Dhabi)
· Customer Service – Rental Agent / Sales

( Europcar - Khalifa St., Abu Dhabi )                                                                                 2009 - 2011           
· Business Development Sales Executive / Coordinator                                                    2006 - 2009
( Zenora Trading LLC, Karama Center, Dubai)
· Cashier / Sales Supervisor for Cosmetics                                                                        2000 -2005 
 (  EMKE Group (Lulu Divisions), Abu Dhabi, U.A.E.)
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Administration

· Point of contact on administration and office matters; deal with all people in the organization.

· Carry out administrative duties efficiently including correspondence, logistics coordination, customer relations also supplier dealings. Prepare reports on daily accomplishments and forward to management. 

· Provide support to various departments and perform filing, e-mailing, faxing and record keeping.

· Handle complete facilities set up and upkeep; ensure enough supplies to support operations. 

· Assign tasks to subordinates as daily responsibilities and ensure compliance.

· Evaluate each employee performance plus check adherence to set rules, policies-standard procedures in performing individual duties and responsibilities.

· Help in continually reviewing and setting up improvements to current procedures.

· Handle multiple priorities, meet deadlines and follow up critical issues.
· Customer Service

· Act as first point of contact for customers while projecting professional image at all times. 

· Skillful in providing first-class customer experience resulting to satisfaction, loyalty and retention.

· Process customer transaction and respond to queries in a responsive, accurate and timely manner. 
· Uphold proactive communication with customers through phone, e-mail or regular mail.

· Maintainrecords of customer interaction and transactions, document details of inquiries, complains, issues, comments and actions taken. 
· Preserve proper records of incoming and outgoing correspondence, file documents/letters systematically and keep all assigned files up-to-date. 

· Observe strict confidentiality of all company documents and reports.

· Contribute to the establishment and development of the organization’s goodwill/reputation.
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Customer Service :
· Build and maintain positive relationships with all internal customers and guests in order to anticipate their needs

· Anticipate guest needs, handle guest requires, and solve problems

· Create a positive hotel image in every interaction with internal and external customers

· Adhere to hotel brand standards

· Maintain a high level of product and service knowledge in order to explain and sell services and facilities to guests

· Assist guests and escort them to locations within the hotel at their request

· Maintain knowledge of special programs and events in the hotel in order to recognize and respond to guests.

· Assist in any other duties when required by the Front Office Manager

· Assist with translations (information: guest directory; menus etc.) as required

· Provide feedback from Guests to Front Office Manager for action

Rental Agent-Sales :
· Co-Ordination with various departments for delivering the Vehicles.

· Monitoring competitive activities, Identifying customer future needs in terms of vehicles.

· Responsible for dispatching cars available for rent.

· Achieve assigned sales targets, as well as company objectives for the allocated sales area.

· Responsible for daily, weekly, and monthly sales report.

· In charge for checking fleets available, for sale, due for service and for lease if there is such requirement.

· Providing high customer service especially for international reservations.

· Checking daily business reports in credit card accounts, cash checks.

· Maintaining and developing relationships with existing customers via meetings.    
· Visiting potential customers to prospect for new business.

· Acting as a contact between a company and its existing and Responsible for Marketing, Telesales and to promote better vehicles which bring   more revenue to the organization
· Establish potential markets.

· Negotiating the terms of an agreement and closing sales.

· Making accurate, rapid cost calculations, and providing customers with quotations.

Admin Assistant
· Creating & Terminating GPS Contracts on Oracle.
· Scheduling the invoicing of GPS Contracts.

· Updating the Technical Job Cards on daily basis.

· Creating Instance Relation between GPS Unit & Vehicles.

· Maintain strong and firm Customer relationship through visiting companies and opening account with us.

· Read and analyze incoming memos, present reports to find out their significance on various concerns and plan their distribution to appointed unit for proper response.

· Open, sort and deliver incoming correspondence, including faxes and e-mail.

· Preserve proper records of incoming and outgoing correspondence, file documents/letters systematically and keep all assigned files up-to-date. Keep confidentiality in all company documents.
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	· 


Proficient in MS Office application (Word, Excel & Email application.
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Nationality                     :            Indian 

Sex &Marital Status      :            Female & Single
Languages
            :           English, Hindi, Tamil, Malayalam

Job Seeker First Name / CV No: 1815324
Click to send CV No & get contact details of candidate
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