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Beauty
                                                    Beauty.325768@2freemail.com  

Visa status: husband-sponsored UAE resident visa valid till 08.2018   Notice Period: Immediate

A degree-qualified social scientist with over 10 years’ post qualification experience in customer relationship management, office management systems and procedures, telecoms product marketing, clerical duties and accounting support. Currently seeking administrative roles in customer care, human resources or related business areas.

.
Key Strengths
· Very high proficiency in English (written and verbal)

· Ability to give attention to minute details, Multi-Task and Manage time
· Data Entry and Advanced Computer Skills.

· Open to self-improvement and new ideas
· Enjoys Teamwork 

· Ability to maintain continued positive attitude in challenging situations
· Creativity and problem solving.

Work Experience

Embel Hotel, Port Harcourt, Nigeria – Customer Service Representative – 02.2013 – 08.2016
· Took care of Customers

· Effectively managed large amounts of incoming calls

· Dealing directly with customers by telephone and face to face.

· Made sure customers request are met.

· Did documentation for daily transaction (Reservation for Customers).

· Responded to specific customer request and queries in order to meet customer needs such as maintenance, Laundry and Kitchen services and forward customer request to the relevant department to ensure prompt and informed responses to external customers.

· Reported status of booking at the hotel before close of work (Number of rooms booked and empty and the cost).

· Providing feedback on the efficiency of customer service process.

.
British Council, Abu Dhabi, United Arab Emirates – IELTS Examiner – 06.2009 – 04.2011

· Assisted in coordination of candidates, arrangement of venues for IELTS Examinations 

· Assisted in ensuring adequate materials are available for the IELTS Examinations
· Invigilated during IELTS examination.
Cable Mission Television Port Harcourt, Nigeria – Customer Care Officer – 11.2006 – 03.2008
· Answered customers' questions about products, prices, availability, and product uses (decoders, etc). 

· Quoted prices, sales terms and other specifications. 

· Emphasized product features based on analyses of customers' needs, and on technical knowledge of product capabilities and limitations. 

· Negotiated prices and terms of sales and service agreements. 

· Maintained customer records, using automated systems in head office. 

· Identified prospective customers by following leads from existing clients, participating in organizations and attending trade shows/fairs. 

· Prepared sales contracts for orders obtained, and submit orders for processing. 

· Selected the correct products or assist customers in making product selections, based on customers' needs and product specifications.
· Collaborated with colleagues to exchange information such as selling strategies and marketing information.
.
National Orientation Agency, Biu , Nigeria – Admin Officer (NYSC)– 09.2005 – 08.2006
· General office administration, Payroll data entry, File Management and Secretarial duties

· Compiled and researched reports as directed 

· Provided support to the team in daily administrative functions. 

· Reviewed and amend documents for policy, procedure, and correspondence.

· Filled correspondence, answering the phone, and photocopying. 

· Assisted with organizing events and travel such as hotel bookings, meeting room booking, facilitate catering provisions when required.

· Prepared and mail information packages under tight deadlines

Paka Holdings, Port Harcourt  – Customer Relationship  Officer – 03.2004 – 08.2005
· Collect, count, and disburse money, do basic bookkeeping, and complete banking transactions. 

· Communicate with customers, employees, and other individuals to answer questions, disseminate or explain information, take orders, and address complaints. 

· Compiled, copy, sort, and file records of office activities &business transactions. · 

· Answered multi-line phone and direct calls

·  Organized and maintain all document files and archives;

· Scheduled meetings, book board rooms, take meeting minutes;

· Worked with travel agent to secure travel arrangements.

·  Tracked vacation requests and approvals.

· Worked in conjunction with the Corporate Human Resource department to ensure all required documents for new hires are completed.

· Arranged for company and safety orientations for new hires and visitors where required

· Provided administrative support to the regional manager, marketing, finance and operations team;

· Responsible for various HR admin tasks such as maintaining employee files, database updates, filing, preparation of memos & letters, to name a few.

· Coordinated incoming and outgoing communications and documentation, including distribution as appropriate, obtaining background information and preparing standard replies on behalf of the department.   

·  Tracked, ordered and maintained an adequate inventory of office supplies.

· Assisted in planning company and employee events (Christmas party, managers meetings)

Education
· 1999 - 2004
Bachelor of Science degree in Mass Communications, Imo State University,  Nigeria

· 2015 - 2015
Diploma in Customer Service, Alison Corporation, Ireland
· 2015 – 2015
Diploma in Modern Human Resource Management- Alison Corporation, Ireland
· 1992 - 1997
Senior Secondary School Certificate, Army Day Secondary School, Port Harcourt

· 1986 - 1991
First School Leaving Certificate, Sea Shell Model Primary School, Port Harcourt
Other Details

· Marital Status
 - Married

· Date of birth: 6th Aug 1982   Gender: Female   

· Nationality: Nigerian 
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