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Career Objective:
To build my career in a progressive organization in a leading position, that will provide exciting opportunities to utilize my skills and experience in such a way to add more value to the organization.

	Work Experience:                                                                          
Currently working as Customer Support & Operations Executive at FIRST FLIGHT COURIERS(MIDDLE EAST) LLC., From  Feb 2015  till date .                                                                                            
(First Flight Couriers (Middle East) L.L.C was launched in 1998 by our founder Managing Partner Mr. Johnson Thomas. First Flight Couriers (Middle East) L.L.C is now serving to more than 250 countries, covering 1800 destinations with our network of 930 own offices & 8 international offshoots. We have a global presence in all continents by strategic tie ups with leading express delivery companies.)
Roles & responsibilities:

Resolve customer complaints via phone, email.

· Deal directly with customers either by telephone, electronically or face to face

· Respond promptly to customer inquiries

· Handle and resolve customer complaints

· Handle front end/ backend activities 
· Obtain and evaluate all relevant information to handle product and service inquiries

· Provide pricing and delivery information

· Perform customer verifications

· Process orders, forms, applications and requests

· Organize workflow to meet customer timeframes

· Direct requests and unresolved issues to the designated resource

· Keep records of customer interactions and transactions

· Record details of inquiries, comments and complaints and actions taken

· Communicate and coordinate with internal departments

· Follow up on customer interactions

· Demonstrate a high level of customer service at all times
· Scanning (In-Scan) of each and every shipment (Domestic & International) and at the same time sorting to its respective destinations accordingly.
· Coordinating with each & every courier for updating of pick-up and DRS sheets  in the system
· Booking the shipments from the reception
· Coordinating with each and every staff in the operations regarding to their work.
· Out-scan of local Shipments.
Customer Care Executive at ORBIT TECHNOLOGIES PVT. LTD.  From 2012 till DEC 2014
(Orbit Technologies is an authorized learning centre for SIKKIM MANIPAL university Distance Education, the company was founded in 1996)

	


Roles & responsibilities:

· Tele calling potential customers in order to turn them into hot leads and eventually close a sales deal

· Follow up on potential leads on regular basis

· Target driven and meticulous to achieve them

· In person contact in order to achieve sales

· Quiet simple and effective in explaining program details and enrollment process  

· Team player with focus on sales and brand representation

· Prepare daily sales and collection reports and preparing monthly sales report. 

· Handling cash and credit card operation
· Handling all customer queries and complaints, coordinating with university

· Handled product marketing through Kiosks

· Lead generation through references from existing and old customers

 Customer Support Coordinator at SHIAMAK DAVAR INSTITUTE OF PERFORMING ARTS from 2009 till 2012 (SDIPA is a world renowned performing arts institute, affiliated to world famous choreographer Shiamak Davar)

· Tele calling potential customers in order to turn them into hot leads and eventually close a sales deal

· Follow up on potential leads on regular basis

· Target driven and meticulous to achieve them

· In person contact in order to achieve sales

· Quiet simple and effective in explaining program details and enrollment process  

· Team player with focus on sales and brand representation

· Prepare daily sales and collection reports
Educational Qualifications:
· Pursuing MBA (Information Systems) from Sikkim Manipal University

· BSc (Maths & Electronics) from St. Francis Xavier Degree College, Hyderabad, India

· MS office proficiency from Orbit

