[image: image2.jpg]


                                                                                  Email: grace.336174@2freemail.com 

	
	


BIO DATA

DATE OF BIRTH:

10TH OCT, 1973

MARITAL STATUS

MARRIED

VISA STATUS


HUSBAND VISA TRANSFERABLE

DRIVERS LICENSE

VALID

LANGUAGE
ENGLISH

	
	


QUALIFICATIONS
· INTERNATIONAL AWARD FOR SECURITY PERSONNEL 

(DUBAI POLICE ACADEMY)





10TH MARCH, 2012

· MOSHOOD ABIOLA POLYTECHNICS

NATIONAL DIPLOMA IN PUBLIC ADMIN



12TH OCT, 2006
· ONIPETESI HIGH SCHOOL, ILORO AGEGE, LAGOS STATE

SENIOR SCHOOL CERTYIFICATE




2004

· THE ACADEMIC COUNCIL OF NIIT
MICROSOFT OFFICE PROFICIENCY




2002

	
	


	PERSONALSUMMARY
	    Results driven, committed and articulate personnel with excellent communication skills and a       high level of customer commitment. Multi-skilled with the ability to plan & manage territory        whilst and maintaining & developing existing and new customers through ethical sales                  methods and consistent high customer service.



	
	


EXPERIENCES 

Mohasnah Medical Fitness Centre

2010 – 2012
Customer Service Representative

Responsibilities:

· Effectively manage large amounts of incoming calls

· Generate sales leads

· Identify and assess customers’ needs to achieve satisfaction

· Build sustainable relationships of trust through open and interactive communication

· Provide accurate, valid and complete information by using the right methods/tools

· Handle complaints, provide appropriate solutions and alternatives within the time limits and follow up to ensure resolution

· Follow communication procedures, guidelines and policies

· Take the extra mile to engage customers
Moonwave Cargo LLC


2012 - 2015


Sales Coordinator

Responsibilities:

· Coordinate sales team by managing schedules, filing important documents and communicating relevant information

· Ensure the adequacy of sales-related equipment or material

· Respond to complaints from customers and give after-sales support when requested

· Store and sort financial and non-financial data in electronic form and present reports

· Handle the processing of all orders with accuracy and timeliness

· Inform clients of unforeseen delays or problems

· Monitor the team’s progress, identify shortcomings and propose improvements

· Assist in the preparation and organizing of promotional material or events

· Ensure adherence to laws and policies
Damac Property



2015 - 2016
 

Outdoor sales Representative

Responsibilities:

· Present purchase offers to sellers for consideration.

· Act as an intermediary in negotiations between buyers and sellers, 

· Generally representing one or the other.

· Compare a property with similar properties that have recently sold to determine its competitive market price.

· Advise clients on market conditions, prices, mortgages, legal requirements and related matters.

· Promote sales of properties through advertisements, open houses, and participation in multiple listing services.

· Accompany buyers during visits to and inspections of property, advising them on the suitability and value of the homes they are visiting.

PERSONAL INTEREST / SKILLS

DRIVING, TRAVELING, MEETING PEOPLE, READING, ADAPTABLE, ARTICULATE, PERSISTENT, COOPERATIVE, ORGANISED, RELIABLE, RESOURCEFUL, HARDWORKING, EXCELLENT CUSTOMER SERVICE SKILL.[image: image1.png]



GRACE 








