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JOHN



John.341834@2freemail.com


Highly-motivated individual with over 15 years of experience in Customer Service and Administrative leadership, Seeking career growth to associate with a professionally driven organization, where I may contribute significantly to the organization and grow.


SYNOPSIS

· 15 years of experience in business execution support, Customer care management, Administrative, Customer services, implementation and product support call center executive. 

· Health care Medical billing Admin executive, Technical support and Banking and collections.

· Domain expertise as an Administrator, Coordinator with back office operations and front end coordination.

· Demonstrated great skill in achieving the set target well ahead of time and there by complementing the vision of the organization.

· Quick Learner will build on firm Basics under any domain specific role.


	Operating Systems
	Windows OS

	Packages
	Microsoft Word 

	Hardware
	Basic PC hardware knowledge

	Business Support Etiquette
	Customer Care Operations, Administration

	Telephone Etiquette
	Inbound and Outbound Call Flow

	Email Etiquette
	Inward and Outward Mails.



WORK EXPERIENCE
Gulf Experience- 6 years

Organization: Mitchells International, Doha
Designation: Business Development Manager since – 2014 to Present

Real-estate marketing and facility management division.

· Being the focal point of contact for both clients and staff.

· Real estate and marketing operations.

· Contact center and client follow up executive in Qatar with the Real Estate division.

· Managing inbound and outbound entire process of real estate services.

· Coordinating with the technical team for all service and installations.

· Update client and customer database.

· Sourcing and leasing new real estate.

· Creating LPOs and requisitions for services required. 


·  Screening phone calls, enquiries and requests, taking messages and handling them when appropriate. 

· Providing brokerage and leasing support, generating leads.

· Rent collection services.

· Generating invoices and receipts handling cash transactions.

· Property maintenance and tenant request follow up.    

Organization: Matrix International, Doha

Designation: Team Manager(2013-2014).

Direct Sales Authorized dealers for Vodafone Qatar Postpaid consumer sales.

Brief detail of set KRA and additional tasks handled in due course of employment.

· Team Planning and Monitoring sales.
· Daily visits with sales agents on field.

· Team concerns to be raised and resolved.

· Handling Call log of the agents and leads.

· Daily briefings with the team.

· Training the team agents on products and soft skills.

· Daily and weekly sales report.

· Stock issuance and reconciliation to agents.

· Daily application collection from agents.

· Daily tally on activation and sales.

Organization: Aamal Trading and Distribution Company. Doha

Designation: Sales Admin Coordinator – (2012-2013)

Home appliance division: After sales support, Delivery and Dispatch support service request and Cash transactions.  

· Handling the home appliances division.

· As a focal point of contact between the sales team and the stores.

· Customer follow- up and dispatch follow-up.

· Coordinating with the technical team for all service and installations.

· Coordinate with the central store for accurate and timely dispatch of items.

· Maintain daily sales report.

· Update client and customer database.

· Meticulous follow up all deliveries, and hand over for invoices.

· Provide excellent customer service as per company policy and procedures.

· Resolving customer queries promptly, within company guidelines, before escalating to higher level if necessary.

· Creating LPOs and requisitions for services required. 

· Monitoring staff attendance and leave tracker. 

Organization: La Manche Real-Estate EST, Doha

Designation: Real Estate Manager/ Property Consultant – (2010-2012)

· Operated within monthly budget set by the Real Estate Director.

· Maintained compliance with requirements of the legal documentation as per Qatar law.

· Prepared all contracts as per rental agreements for renewal, leasing, renting, and third party ventures.

· Being the Contact center and client follow up executive in Qatar with the Real Estate division.

· Managing inbound and outbound entire process of real estate services.

· Coordinating with other major Real estate companies and maintaining focal real estate status update.

· Assisted in implementing marketing strategies.

· Promote departmental growth and increase real estate revenues. 

· Facilitated the process for Commercial Registration and Licenses certification/recertification processes by The Ministry of Economy and Commerce, Qatar.

Customer Care Support and Call center Industry Experience:  

 Organization: Hcl, Satyam,India.

Designation: Team Leader and Quality Coach. (2004-2010)
· Direct contact with customer clients and core faculty. 

· Customer service operations.


· Client-Relations Call process management.

· Team management and training.

· Client consumer details monitoring and survey. 

· Core operations: Customer request, marketing, process with deadline management. 

· Established good customer relations and implement new assignments with quality and team coordination. Analyzing transaction errors and ensure proper feedback on training, and implementation.

· Team advisor and management coach.

· Meticulous follow-up with collections department ensure fair practice.

· Coaching & motivating team, providing feedback on process and knowledge transfer, quality control & soft skills.

· Recruit analyst.

Organization: Medusind, Global Solutions, India.

Designation: Medical Billing Team Leader and Soft skills trainer.(2000-2004)
· Medical Codes information about procedures performed and diagnosis on charge.

· Train team members in proper billing procedures and soft skills development.

· Keys charge information into entry program and produces billing.

· Assists patients in preparing insurance forms.Answers patient questions about unpaid balances. Prepares insurance forms and associated correspondence.

· Verifies balances and refunds for accuracy.

· Processes insurance and disability claims in a timely manner.

· Follows up with insurance companies ensuring that claims are paid.

· Maintains files with insurance authorization and referral slips.

· Maintains strict confidentiality related to medical records and other data.

· Researches all information needed to complete billing process including getting charge information from physicians.

· Processes and distributes copies of billings according to clinic policies.

· Prepares bank deposits, photocopies checks for entry into billing system as needed.

· Works with team to follow-up on accounts until zero balance.

· Assists error resolution.

· Maintains required billing records, reports, files.

· Other duties as assigned.


· BES-Electronic Science and Communication from Madras University (1st Class).

· Class XII (PCMB) Tamil Nadu ST.Mathatias A.I.HSC Chennai (1st Class). 

· Class X (SBSE)   Tamil Nadu ST.Josephs A.I.HSS Chennai (1st Class).

· SISI Diploma - Basic hardware and software with networking.

· CIT Certification - continuous improvement training under the British Council Chennai India for call center professional’s in-house program at HCL and Imagine tech.


PERSONAL DETAILS
Father’s name 
: Mr. John Stafford. Mitchell

Gender

: Male

Nationality 

: Indian

Languages known
: English-Affluent, Hindi-Affluent, Tamil-Intermediate, Arabic-Basic.

Hobbies 

: Music, reading, documentaries. 

Status


: Work visa with valid R.P and NOC (Qatar).
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