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CURRICULUM VITAE
SHEEJA 
E-Mail: SHEEJA.334165@2freemail.com 
Status visit visa 

                                   

Post Applied For: CUSTOMER SERVICE 
Career Objective   

To work in an organization promoting collaborative team effort to deliver innovative and value added solutions to the customers, through the use of strategies and sales management. To work with a professionally matured organization where knowledge and skills are rewarded with growth, both professional and personal.
Personality
A Dedicated team organizer, who can bring to your trade extra Professionalism, Passion, Productive ideas, Enthusiasm and out of the box judgment packed with realistic work knowledge. Also a trustworthy colleague capable of dealing with invariable challenges and leading change.
Professional Summary

· Worked as a Office Assistant and Customer service in Nirmala hospital having above 2 years of Experience.

· Effective Customer Relationship as it plays a vital role in Sales
· 3 years of  experience in Customer service and office works at KIMS hospital

· 2 years of supervising experience in Best Medical Home care center 

· (KUWAIT)
· Enjoys being part of a successful and productive team and thrives in highly pressurized and challenging working environments. 
· Possesses excellent interpersonal skill and the ability to communicate
Key Skills                                             
· Basic Nursing care procedure
· Maintaining records and reports.
· Capable for office Admin works.
Professional Experience
· Ensure customer satisfaction by consistently delivering highest standards of quality service.
· Maintaining strong and cordial relationship with customers to sustain of the profitability the business.
· Complete the cash at the end of shift, to make banking and handover to shift supervisor .

· Updating the customers regularly above the product promotions.

· Maintain  all the files and paper works 
 Areas of Interest

· Customer service

· Any suitable post

· Office Admin 
· Sales Promoter 
· Receptionist 
Academic Qualification

·  SSLC from the Board of Public Examination of Kerala, India.

· Plus Two from Board of Higher Secondary Education.

· Diploma in computer Hard ware & cell phone Technology
Additional Qualification

· Basic knowledge of Computer & Internet & Browsing.
· Diploma in First Aid &Practical Nursing Course.

· Good communication with   English, Arabic, Hindi, Tamil & Malayalam.

Personal Details

Father’s Name


:
Mohanan
Nationality 


:
Indian 

Date of Birth


:
09-05-1987
Gender



:
Female
Religion


:
Hindu 

Marital Status


:
Married
Visa Status


:
Visit Visa
Passport Details

Date of Issue


:
04-10-2013
Date of Expiry


:
03-20-2023
Place of Issue


:
Trivandrum, Kerala

Declaration

I hereby declare that the above mentioned statement is correct & true to the best of my knowledge & belief. If Selected I will do my best and obey the rules and regulations of your esteemed institution.
Thank you 

Yours faithfully

Place: 

Date: 







    

Sheeja 
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